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bryant HEATER DIVISION 


Affiliated Gas Equipment, Inc. 


‘Walional Accounting Machines save us $36,000 a year... 


return 96¢ annually on every $1.00 invested.’’ 


—BRYANT HEATER DIVISION 
“Makers of World's First Automatic Gas Heating Equipment” 


“National Machines in our Cleveland Head- 
quarters and our other plants pay back, 
annually, 96¢ on every dollar of their 
purchase price, saving $36,000 yearly. 

“Ours is a complex, ever-expanding line, 
so we chose an accounting system with 
great care. Nationals enable us to handle 
increased volume of work with the same 
staff, eliminating costly overtime; yet we 
keep our management and our sales force 
constantly informed with up-to-date sales 
analyses and other important information. 


“We are so pleased with this efficiency— 
and the simplicity of operation that makes 
operator training easy—that we are equip- 
ping all our offices with Nationals.” 


i Vice President and General Manager 


BRYANT HEATER DIVISION — pioneer in auto- 
matic home heating equipment, is also the creator 
of the new “Command-Aire” Twins for practical 
year-round air conditioning. 


THE NATIONAL CASH REGISTER COMPANY, varron 9, on10 
949 OFFICES IN 94 COUNTRIES 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show how much you can 
save—and why your operators 
will be happier. 


ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 
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Call-Collect Plan brings 31 orders in 29 days 


Long Distance calls costing only $20 ring up sales of $1,537 


Recently a distributor of doctor’s 
supplies invited out-of-town customers 
to place their orders by Long Distance 
—collect. 


During the first 29 days, 31 orders 
worth $1,537 were received by Long 
Distance. The cost of the calls: $20. 


These figures are typical of the big 
value and small cost of the Call-Collect 
Plan. You can prove that it pays in 
your business by trying it—and keep- 
ing a record of results. 


All you have to do to set up such a 
plan is to let your out-of-town cus- 
tomers know they can telephone their 
orders to you—collect. Your salesmen 
can tell them. You can write them a 
letter. Or you can use specially im- 
printed telephone stickers which we 
furnish you free. 


A telephone company representative 
will gladly help you work out the 
details. Just call your Bell Telephone 
Business Office today. 


BELL TELEPHONE SYSTEM 


_LONG DISTANCE RATES 
ARE LOW 


Here are some examples: 


New York to Philadelphia . 50¢ 
Cleveland to Indianapolis . 90¢ 
Chicago to Pittsburgh . . $1.15 
Boston to Detroit. . . . $1.40 
Washington, D. C., 

to San Francisco . . . $2.50 


These are the daytime Station-to-Station 
rates for the first three minutes. They do 
not include the 10% federal excise tax. 


Call by Number. It’s Twice as Fast. 
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DESK DESIGNED BY G. J. BUZZITTA 


Mac e Fowler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET 


Richmond 2-1800 
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COVER PICTURE 
TODAY’S Wall Street, where 
on a tide of national business 


prosperity the offices of leading 
corporations throughout the 
country figure increasingly as 
significant indices of the efficien- 
cy of corporation management. 
With ever-keener recognition 
of the high importance of the 
office in the general operational 
picture, maximum possible office 
efficiency is in top-rank position 
among corporation assets. 


office 
management 


——— 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
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ired of your 
present letterhead? 


Lester Beall, leading American graphic arts 
designer, has prepared a portfolio of new 
letterheads on Parsons cotton fiber paper. 
They’re in the “Letterhead Design 
Manual” written by Mr. Beall. 


There are no finer bond and writing papers than 
those made by Parsons. In this new portfolio are 
designs on L’Envoi, Old Hampden Bond, Par- 
sons Bond and Heritage Bond — from the most 
luxurious to the most economical of new cotton 
fiber papers. For your free copy of the “Letter- 
head Design Manual” write on your business or 
professional stationery to Parsons Paper Com- 
pany, Department 54, Holyoke, Massachusetts. 
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Pan-American Coffee Bureau 
evaluates the coffee break 


The daily coffee break has become 
an important event in the lives of more 
than 35,000,000 American workers, ac- 
cording to a recent study by the Pan- 
American Coffee Bureau. 

The Bureau quoted several com- 
ments from a survey made by the Wail 
Street Journal: 

“We've found higher production and 
accuracy make up for any loss of time,” 
said the First National Bank, of St. 
Louis. 

“Girl packaging workers seem to go 
faster when they get their second wind 
after a cup of coffee,” according to the 
Brown Co. Berlin, N. H. 

The Pepperell Mfg. Co., of Boston, 
which pays the entire cost of coffee 
breaks, said that this cost is insignifi- 
cant in view of the resulting boost 
to morale. 

On the other hand, the Employers 
Association of Chicago was reported as 
saying, “The time lost is a growing 
problem.” 

Commenting on this remark, the 
Coffee Bureau said, “The breaks 
needn’t be any problem if they are 
properly organized. On the contrary, 
where they are effectively set up and 
supervised they are invariably an 
asset.” 

According to the Bureau, the Mutual 
Life Insurance Co. of New York has 
shown real financial savings from the 
coffee break: “By eliminating the prac- 
tice of employees going out of the 
building for coffee (for 20 minutes to a 
half-hour) the company has chaiked 
up a time-saving of some $130,000 a 
year.” 

The Bureau listed the following as 
the chief causes of dissatisfaction with 
coffee breaks: removing cups from the 
cafeteria, abuse of time limits, littered 
work areas. These can be cured, said 


| the experts, by using paper cups, by 


sounding warning bells at the end of 
breaks and providing better supervi- 
sion, and by installing trash baskets at 
convenient locations. 

Among the advantages cited are: im- 
proved morale, increased productivity, 
reduced fatigue, fewer accidents, less 
absenteeism, and cleaner work areas. 
It was also reported that employees 

| tended to wait for the coffee break to 
| have a smoke, and that there was a re- 
| duction in time out for running to the 
| washroom for a cigarette. 


(To page 11) 
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Here is today’s most advanced dictation instru- 
ment! Just pick up the light nylon plastic Full 


H : : : Control Microphone ... your paperwork is right 

ig | Pp ity ictation under your thumb! Hear the true high fidelity 

: voice reproduction of Audograph’s new ceramic 

h fi || | cartridge. You get new styling and lighter 

wil U contro weight, too... plus the rugged performance you 

a always expect from Audograph—product of 

| Gray’s half-century in voice communication. 

MICcrOp 1one Audograph VY is now being demonstrated in 200 
cities. See it... hear it... in action! 


The GRAY 


MANUFACTURING COMPANY, Hartford 1, Connecticut 
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Seeburg music goes anywhere 


FACTORIES 


Wherever your business is located—in a large 
city, a suburb or a small town— you can have 
the benefits of a Seeburg Music System. 
The Seeburg Plan. Highlight of this unusual 
plan is a LEASE-PURCHASE agreement 
covering all the equipment. Nominal monthly 
payments apply toward your eventual owner- 
ship of the entire system. 

The Seeburg Music. Another distinctive fea- 
ture of this modern music service is the 
Seeburg Background Music Library. Every 
selection has been arranged and pro- 
grammed for work and atmosphere use. 


OFFICES 


The Seeburg High Fidelity Music System. 
Nucleus of the system is the world-famous 
Select-O-Matic mechanism with capacity of 
400 selections of music. And, it’s high fidelity 
all the way. So now, background music and 
high fidelity reproduction become one and 
the same thing. 


Paging Service. A complete, efficient, easy- 
to-use paging and public address system is 
included. 

Use with Existing Sound System. You'll be 
happy to learn how simply you can add See- 
burg music to any existing sound system. 


HOTELS AND CLUBS STORES 
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The Seeburg Background Music Library. Monthly refresher service. The Seeburg Custom Unit, mounted on sliding metal tracks for 
Pressed for Seeburg by RCA Victor Custom Record Department. neat, compact, built-in commercial and industrial installations. 


J. P. Seeburg Corporation, Chicago 22, Illinois. 


Please send information on Seeburg Background Music 
Service. 
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\<f) Background Music Service ! Company 
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J. P. Seeburg Corporation, Chicago 22, Illinois 
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Kard-Veyer is the new electrically- 
powered card-file unit that cuts finding, 
posting and filing time to seconds. 
Here’s an all-in-one, fatigue-reducing 
high output work station that saves 
profit dollars in time and space. 
Kard-Veyer houses from 16,000 to 
80,000 record cards in sizes ranging 


The ALL-NEW Mechanized Card Record File 


from 8” x 5” to 2%” x 3”, including 
standard punched-cards 7%” x 3%”. 

If your records-keeping operation 
includes a large, active card reference 
file, investigate Kard-Veyer today. Call 
the Remington Rand Office near you, 
or, write to Room 1719, 315 Fourth 
Ave., New York 10. Ask for LBV706. 


Flemington. Mand. 
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The Wall Street Journal said also 
that in a survey of 1,160 firms through- 
out the country, 82% of the respond- 
ents stated that their coffee breaks re- 
sulted in less employee fatigue, 75% 
said morale was better, and 62% re- 
ported an increase in productivity. 


Computer conference 
planned for Boston 


To acquaint business men with the 
use of electronic computers and clerical 
machines for payrolls, accounts receiv- 
able, inventory problems, and other 
applications, the 1955 Eastern Joint 
Computer Conference and Exhibition 
will be held at the Hotel Statler, Bos- 
ton, Nov. 7-9 under the joint sponsor- 
ship of the American Institute of Elec- 
trical Engineers, the Institute of Radio 
Engineers, and the Association for 
Computing Machinery. 

The theme of the conference wiil be 
“Computers in Business and Industrial 
Systems.” In addition to the presenta- 
tion of technical papers, the conference 
will feature an exhibit of electronic 
data processing systems, process con- 
trol systems, storage systems, input- 
output equipment, conversion devices, 
and sensing devices. 

Other papers will deal with the use 
of electronic computers to control oil 
refineries, chemical plants, machine 
tools, and materials-handling equip- 
ment. 


New offices, new buildings 


Recent announcements of plans for 
office moves and for new construction 
include the following: 

The National Records Management 
Council has moved its offices to 555 
Fifth Ave., New York. 

Corry-Jamestown Mfg. Corp., Corry, 
Pa., manufacturer of steel office furni- 
ture and equipment, is planning to 
build a $450,000 plant to house opera- 
tions connected with the manufacture 
of Steel Age filing cabinets. 

Evans Specialty Co., Inc., maker of 
gathering racks, joggers, and other 
office equipment, has moved its plant 
and office to new and larger quarters 
at 1800 E. Grace St., Richmond, Va. 

The Statistical Tabulating Co. has 
moved its New York offices from 89 
Broad St. to larger and more modern 
quarters at 80 Broad St. 


Wakefield Co. changes name 


At the recent annual stockholders’ 
meeting of The F. W. Wakefield Brass 
Co., manufacturer of lighting equip- 


OFFICE MANAGEMENT 


NEW and interesting trend is the 
rise in favor of the office as a subject 
for academic research. Queries com- 
ing in to the Editors indicate grow- 
ing popularity of office subjects as 
themes for student theses. This is 
of course in line with the increasing 
number of courses on office subjects 
featured in colleges and universi- 
ties, many of which institutions pre- 
viously preferred a dissertation on 
something like “The Family Rela- 
tion between Brown and Red Ant 
Siblings” to one, say, on “Advanced 
Practices in Centralized Filing.” 


FIRING people is rarely pleasant 
to the person who does the firing, 
and now that “fring” has become 
“sevaration” and corporations are 
interested in getting the whole busi- 
ness of departure from a job 
(whether by being fired or just 
quitting) on an efficient and con- 
structive basis, there naturally has 
been a great deal of reader interest 
in “On the Firing Line,” fine article 
on this general subject contributed 
to June Office Management by Wil- 
bert E. Scheer, personnel director of 
Blue Cross-Blue Shield at their 
offices in Chicago. 


In addition to his other duties 
Mr. Scheer has been doing a very 
much worthwhile job as a member 
of the board of directors of the 
Office Management Association of 
Chicago, an organization which has 
for all these past years been making 
such a name for itself in fostering 
advances of many kinds in office 
efficiency. 


With the Editors— 


There can be few people in office 
circles unaware of the activities of 
this association, particularly its an- 
nual business show and the highly 
educational Seminar carried on in 
conjunction with Northwestern 
University. 

e 


WE SEE where the National Office 
Management Association’s public 
relations committee is embarking on 
another of NOMA’s interesting sur- 
veys—this time on what strikes us 
as a really novel topic, “How to 
Choose a Boss.” More than 20,000 
office employees are being asked 
their confidential opinion of what 
qualities contribute to the making 
of a good boss, and the resulting 
composite will be revealed to 
NOMA membership. 

This is a very interesting develop- 
ment. People looking for office jobs 
nowadays are in more of a question- 
ing mood than they used to be, and 
not just on the traditional subjects 
of salary, hours, and chances for 
promotion, but on environmental 
factors of the office itself, including 
the merits and defects of its location. 

Now, if some criteria can be 
worked out for assaying the boss 
also before one accepts him, the 
questioning circle will be complete! 


Mirae V. Mucfib 


Editor 
Robert M. Smith 
Managing Editor Associate Editor 


Robert Beeman 


ment, the corporate name was changed 
to The Wakefield Co. 

According to A. F. Wakefield, gen- 
eral manager of the company, there 
were two principal reasons for the 
change. One was that his father, F. W. 
Wakefield, founder of the company in 
1907, is no longer living. The other 
was that the word “brass” in the com- 
pany name has been misleading. 


The first lighting equipment made 
by the company was largely of brass; 
its current products, however, use very 
little. Inclusion of the word in the 
company name also has had the result 
of bringing inquiries from companies 
wanting brass for fabrication. 

There is no change in the name of 
the Canadian subsidiary, Wakefield 
Lighting Limited, London, Ont. 


ll 


a 


: ; c 
Be 
ae c j 
7 
ee 
ee, 
Pe a 
we 
ya 
i. oa 
. sani 
ae 
ca 
i 
ae : 
a ‘ 
3 
= om 
a ' 
‘al 
ae 
Sea 
ae 
ee July, 1955 | 
‘i 


ee 


Illustrated: The New G/ W Streamliner Desk Model No. 3M-76 FT now available at your dealers. 


you'll find GLOBE-WERNICKE office equipment everywhere ! 


Globe-Wernicke’s new Streamliner Desks come 
in 76 models with a choice of 6 colors: seal 
gray, sea green, copper tan, olive green, grained 
walnut and grained mahogany. Such conveni- 
ences as nylon drawer glides for silent sliding, 
height-adjustable island bases, complete sound 
insulation and molded or square-edged tops make 


the G/W Streamliner the most advanced metal 
desk in America today. The Streamliner is as 
handsome in the general office as it is in the 
executive suite—and what’s more it’s engineered 
for maximum work output. Check with your 
Globe-Wernicke dealer. He’s listed in the Yellow 
Pages of your phone book. Or write us direct. 


— 


GLOBE-WERN Cae 


CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT, SYSTEMS, AND VISIBLE RECORDS 
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editorial — 


July, 1955 


Simple 
—AS ABC! 


Well, nearly as! The widening and deepening of automation in the 
office goes on apace, and many people in the office field approach the subject 


as if it were something terrifically complex and abstruse. True, the tools of 
office automation can be exceptionally complex in their design, and it may 
be hard for the layman to comprehend how they do what they do. But all 
office automation has a system at the heart of it—and system is no novel 
subject to the office. 

In alerting office staffs to the fundamentals of automation, any possible 
confusion, frustration, or even suspicion will be avoided if it is emphasized 
that what is being achieved is a system or procedure for efficiency, plus the 
mechanics or electronics which make possible the operation of the system 
or procedure. 


A SALUTE to the Associated Business Publications—( ABP )—national or- 
ganization of business magazines of which Orrice MANAGEMENT is a member, 
which has recently concluded its annual meeting and embarked on another 
year of outstanding service to the 159 publications which comprise ABP 
membership. Now entering its fiftieth year, this association has been the 
medium of cooperative effort on the part of leading business magazines in 
all their fields, for constant enhancement of the value of the publications to 
both readers and advertisers. 
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Lawrence A. Appley (left) AMA president, chats with the lead-off speakers for the Top Management 
meeting, Robert T. Collins (center) and Dr. Jay W. Forrester (right), just before the conference opening 


Computers’ ereatest potential lies in 


aid to planning, AMA told 


Need for broad educational 
background for executives 


also stressed 


ELECTRONIC COMPUTERS’ great- 
est new area of application lies in aid- 
ing management to make operating 
decisions; a knowledge of people and 
a liberal arts background are at least as 
important as specialization, and may 
soon become far more important; the 
American capitalist revolution is first 
cousin to socialist revolutions around 
the world, and American businessmen 
today must act as responsible adminis- 
trators of a planned economy. 

These were the themes of three ma- 
jor addresses at the recent Top Man- 
agement conference of the American 
Management Association, held in New 
York, May 23 through May 25. At 
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tended by more than 600 top admin 
istrative and operating executives, the 
two-and-one-half-day conference was 
held at the Hotel Roosevelt. 

Electronic computers have now 
reached a point of development where 
their capabilities are greater than man- 
agement’s understanding of their uses 
and potential, Dr. Jay W. Forrester, 
director, Digital Computer Laboratory, 
M.I.T., told the opening day session on 
Monday, May 23. 

Management's lack of understanding 
of possible computer uses is especially 
marked in terms of the computers’ use 
as an aid to making management deci- 
sions, he declared. The next major area 
to be explored in computer use is the 
development of projects and forecasts 
based on current events, he said. 

In the last ten years the speaker re- 
ported, the speed of electronic data 
handling machines has increased by a 
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factor of almost 100,000; the high speed 
internal storage capacity has gone up 
by a factor of 100 or more; reliability 
has also increased by a factor of 100, 
and complexity has not increased ap- 
preciably. 

Most spectacular improvement of all, 
he reported, has been the reduction in 
the unit cost of computation. 

“We have now reached the point 
where a task consisting of a million 
desk calculator operations, which might 
cost $30,000 if done by hand can now 
be carried out by electronic machines 
for $30 or less,” the speaker told the 
management group. 

Equipment now available to manage- 
ment will, if efficiently used, operate 
100,000 to 1,000,000 times as fast as a 
man, Dr. Forrester said, and the major 
limitation on its use now is manage- 
ment’s circumscribed understanding of 
how to use it. 

The pace of the transition to new 
data processing equipment will be set, 
the speaker predicted, by the rate at 
which new business executives can be 
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developed with an understanding of 
the potentialities of the new machines. 

“Obtaining men trained in the use 
of new electronic data processing ma- 
chines should be viewed by manage- 
ment as a long-term process,” he con- 
tinued. “You cannot make full use of 
such machines until they are generally 
understood by many persons in the 
company. Industry must do its part 
in educating men.” 

He warned too against a tendency 
to evaluate the cost of using electronic 
data processing equipment solely in 
A more 
farsighted attitude is measuring its use 
against its effect on overall company 
profits, he pointed out. 


terms of operating expenses. 


More information at the same costs 

“You will not in general, spend less 
money on information collection, con- 
version and interpretation in the future 
than in the past,” he declared. “You 
will tend instead to spend similar 
amounts of total money and with this 
do hundreds or thousands of times as 
much data processing in the interest 
of better company management. If you 
now have a clerical task which costs 
$10,000 to accomplish, it may not be 
best to reduce your data handling costs 
to $10. You would choose to do 1,000 
times the information processing at the 
same original total cost and use the 
results to guide company decisions in 
saving many times the $10,000.” 

Dr. Forrester said there were three 
main categories in which electronic 
data processors could be of benefit to 
business: Simple cost reduction, in 
cases where present methods are gen- 
erally satisfactory, but too expensive; 
indirect assistance to management by 
producing more extensive information 
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Members of the panel which discussed “Defining Horizons for Company Planning.” L. to r.: Bennett 
S. Chapple, Jr., R. S. Ingersoll, Charles A. Larson and David N. Smith 


Last minute briefing preceded some of the speeches 


more quickly than is possible with con- 
ventional methods; and the direct use 
of computing machines in the estima- 
tion and evaluation of mathematical 
probabilities. 

This last category, the most challeng- 
ing according to the speaker, includes 
the solution of problems in operations 
research, the solution of problems in 
linear programming, and the use of 
computers for making projections and 
forecasts based on current data. 

The previous speaker at the Monday 
morning session, Robert T. Collins, 
general sales manager, New Departure 
Division, General Motors Corp., told 
the audience that in the long run auto 
mation can only mean “more and better 
things for more people.” Output per 
worker will have to increase approxi- 
mately 40 per cent between now and 
1960, Mr. Collins declared, if the stan- 
dard of living is to continue to rise, 
and estimated population growth is 
correct. 


“It is probable that this productivity 
increase will not be achieved to any 
large degree by longer hours, working 
faster, or personal efh- 
ciency,” the speaker declared. “Rather 
it is new technological developments 
that offer the greatest hopes.” 


improving 


Automation will make mandatory a 
speed-up of the whole industrial organ- 
ization, Mr. Collins declared, because 
of the high cost of production time. 
This will demand development of tech- 
niques that will make possible decision- 
making at the lowest possible level, 
development of faster and more direct 


The topics discussed at this 
year’s conference illustrate two 
significant trends: Top manage- 
ment’s increasing awareness of 
the role of the office; the con- 
solidation of all management 
fields, including the office, in an 
overall approach to business 
problems.—tThe Editors 
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A. A. Berle, Jr., stressed business responsibility to community 


communications within the organiza- 
tion, and increased emphasis on devel- 
opment of high calibre management 
personnel. Decentralization of control 
and action will increase under the de- 
mands of automation, the speaker pre- 
dicted, rather than be slowed down. 

The luncheon speaker on the open- 
ing day, Dr. John R. Dunning, Dean, 
School of Engineering, Columbia Uni- 
versity, predicted that peacetime devel- 
opment of atomic energy would eventu- 
ally lead to an economy based almost 
entirely on atomic rather than conven- 
tional sources of power. Six groups to- 
day are planning major-scale atomic 
power plants he reported, and the rapid 
further development of nuclear fission 
as a source of energy is mandatory be- 
cause the United States has rapidly 
been moving toward a “power deficit.” 

The afternoon session on Monday, 
the opening day of the conference, was 
devoted to a panel discussion in which 
Bennett S. Chapple, Jr., Assistant Exec- 
utive Vice President — Commercial, 
United States Steel; R. S. Ingersoll, Ad- 
ministrative Vice President, Borg-War- 
ner Corp.; Charles A. Larson, Head, 
Coordination Division, Standard Oil 
Co., and David N. Smith, Manager of 
Research and Development, Jones and 
Lamson Machine Co., discussed vari- 
ous aspects of “Defining Horizons for 
Company Planning.” 
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Long range planning for the business 
future is now more feasible than at any 
previous time in the country’s history, 
the opening speaker on Tuesday, May 
24, told the executives attending the 
meeting. Robert C. Tait, president, 
Stromberg-Carlson Co., declared that 
accurate long-range planning must be 
set against a backdrop of reasonably 
sound projections for the entire econ- 
omy. Only recently have sufficient in- 
dices and statistical data on various 
phases of the economy been developed 
to make even reasonably sound projec- 
tions. 


Gaps still exist 


“We still have a lot of gaps in such 
statistics and inadequacies in the data 
that comprise some of our most im- 
portant indices, but we have come a 
long way in the right direction since 
World War II,” he told the group. 

Long range planning, in his opinion, 
should attempt to project somewhere 
between five and ten years in the com- 
pany’s future, the speaker went on, and 
the scope of such planning should cov- 
er all major phases of the business. 
Stromberg-Carlson, he said, makes five- 
year forecasts which are re-evaluated 
against actual performance every six 
months. Every year one year is dropped; 
the other four are re-evaluated against 
performance, and another year is add- 


July, 1955 


ed so “we are always looking five 
years ahead.” A one-year budget, re- 
viewing every operation in detail, is 
prepared annually; this is compared 
with actual performance every quarter, 
and another quarter is added so that 
one year is always planned and budget- 
ed in detail within the overall five year 
plan. 

The second and third speaker of the 
Tuesday morning session, Charles B. 
Thornton, President, Litton Industries, 
and C. H. Fawkner, Special Engineer- 
ing Assistant to the Plant Engineer, 
Plastic Division, Monsanto Chemical 
Company, discussed “Organization for 
Industrial Change” and the “Impact of 
Automatic Production on the Company 
Organization” respectively. 

The first two speakers at the Tuesday 
afternoon session, J. G. Shennan, presi- 
dent, Elgin Watch Co. and A. G. 
Daugherty, of the Rockwell Manufac- 
turing Company, discussed various as- 
pects of diversification of company pro- 
duction, Mr. Shennan, from the stand- 
point of company progress, Mr. Daugh- 
erty from the viewpoint of developing 
a workable diversification program. 

The third Tuesday afternoon speak- 
er, Thomas M. Evans, president, J. K. 
Porter Company, told the audience that 
a company today has to be relatively 
large in order to survive in present 
competitive circumstances, and that ex- 
pansion by acquisition is often the best 
solution for the small or medium-sized 
firm. 

“In this economic era,” he warned, 
“if you stand still, you are actually fall- 
ing back. If you go ahead slowly you 
are doing little more than standing 
still. With the tremendous resources 
of the very large organization in sell- 
ing, research, planning, and manufac- 
turing, smaller companies are faced 
with only two alternatives: growing or 
remaining as they are, which we feel 
means eventually falling behind if not 
finally going out of business.” 

This is the reason his company has 
developed a program of expansion by 
acquisition since World War II, Mr. 
Evans declared. 

To date, he continued, his concern 
has found it is often easier to acquire 
a healthy company and develop its po- 
tential than it is to start a new business 
or line from scratch. 

“The very obviousness of this think- 
ing frequently blinds people to its prac- 
ticality,” he declared. “Our plant does 
not occupy a great deal of space, less 
than 15 acres. It has approximately 


(To page 73) 
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“OFFICE of the Year” Awards 


This year’s winners to bring total of offices honored so far 


to thirty-six 


WHICH will be the offices to win the 
1955 “Office of the Year” Awards? 
What new trends will be apparent in 
them? What will be exemplified in 
them of the up-to-the-minute thinking 
and action in further adaptation of the 
American office to the performance of 
the great and increasingly important 
tasks assigned to it? 

This will be the sixth successive year 
for these annual awards sponsored by 
Office Management. The 1955 awards 
will bring to a total of thirty-six the 
leading new offices, large and small, 
honored for outstanding achievement 
in design, layout, equipment, and gen- 
eral fitness for their functional purpose. 

The silver and ronze plaques, 
which symbolize the Awards, go each 
year to three new or remodeled offices 
designed for 500 or more employees, 
and to the same number of offices de- 
signed for up to 500 employees. The 
silver plaques, emblematic of the 
“Office of the Year” Award, go to the 
winning office in each of the two cate- 
gories, and the bronze plaques as 
Awards of Merit to the two runners-up 
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in each group of offices. 

Integral part of the process of selec- 
tion each year is a survey of opinion 
which this magazine takes among 
members of the American Institute of 
Architects, American Institute of Deco- 
rators, and Association of Consulting 
Management Engineers whom Office 
Management considers to have a spe- 
cial interest in the office field. 

Announcement of the winners will 
be made in the September issue of 
Office Management. The annual “Of- 
fice of the Year” issue, published in 
November, will feature the six new 
Awards winners in text and pictures, 
as in previous years. 

Incidentally, a recently completed 
series of features printed by the New 
York Herald Tribune under the title, 
“The Flight to the Suburbs,” used the 
offices of General Foods Corp. in White 
Plains, N. Y., and the offices of the 
Mennen Co. in Morristown, N. J.— 
recent winners in the Awards, as prime 
examples of the beneficial effects of 
the widespread trend toward suburban 
offices. 
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Leffingwell gavel is presented by R. G. Sinn (right), retiring president, to J. C. Hodges, newly-elected president 


Previous registration records broken 


at NOMA’s Toronto conterence 


More than 1700 attend 36th International Conference ; 
methods improvement, incentive plans, work measureme:'', 


electronic data processing among subjects discussed 


The equipment exposition opened officially on Monday, when adding machine 
tape was cut by Toronto’s “Miss By-line of 1955” 
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THE CLERICAL WORK BURDEN 
has now increased to the point where 
there is one clerical worker for every 
two factory workers in the United 
States, according to Labor Department 
figures, John R. Crowley, Manager, 
Systems and Procedures, Hotpoint Co., 
told office executives from the United 
States and Canada attending the Na- 
tional Office Management Association’s 
36th Annual International Conference, 
held in Toronto, May 22-25. 

Mr. Crowley, in his discussion of 
“Methods Improvement” at the confer- 
ence, also reported that the number of 
clerical workers in the decade between 
1940 and 1954 increased 64 per cent— 
the largest percentage increase in any 
major occupation. 

Other speakers at the three-day con- 
ference, attended this year by more 
than 1700, the largest group ever reg- 
istered for a NOMA meeting, covered 
the use of financial incentive plans for 
clerical workers, office work measure- 
ment standards, electronic data process- 
ing, development of management qual- 
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ities in personnel, and budget develop- 
ment. 

Elected as NOMA’s international 
president at the annual business meet- 
ing held at the conference was J. C. 
Hodges, of Canadian National Rail- 
ways, Montreal. He succeeds Ralph G. 
Sinn, of the Detroit Edison Co. 

Other officers elected at this year’s 
conference were: first vice president, 
Floyd Guillot, Industrial Finance and 
Thrift Co., New Orleans; vice presi- 
dents, F. G. Macllroy, SoundScriber 
Corp., San Francisco; A. B. Porter, 
Hood Rubber Co., Watertown, Mass.; 
R. F. Prinz, Prudential Insurance Com- 
pany of America, Los Angeles; F. A. 
Schultz, The Unity Life and Accident 
Insurance Co., Syracuse; and H. I. See- 
ley, Carolina Light and Power Co., 
Raleigh, N. C. 

Directors elected at the business 
meeting, which was held on the open- 
ing day of the conference, May 23, 
were R. B. Hodges, Dennison Manu- 
facturing Co., Framingham, Mass.; 
Walter Caminisch, Sr., Walter Cam- 
inisch, Inc., Philadelphia; Powell 
Thomas, Montgomery and Crawford 


Co., Inc., Spartanburg, S. C.; J. H. 
Jackson, Canadian Westinghouse Co., 
Ltd., Hamilton, Ont.; E. L. Hamilton, 
Armco Steel Corp., Middletown, O.; 
F. G. Rodgers, Trust Company of Geor- 
gia, Atlanta; J. C. Staehle, Aldens, 
Inc., Chicago; L. M. Collins, Interna- 
tional Business Machines Corp., Dallas, 
Texas; D. B. Southern, Employers Mu- 
tual Casualty Co., Des Moines; T. H. 
Gloyer, Blake, Moffit, and Towne, 
Seattle; and Miss Emma Lee, Johns 
Manville Sales Corp., San Francisco. 
Retiring President Sinn was also 
made a director of the association. 
The conference sessions officially be- 
gan on Monday, May 23, although the 
Chapter Officers Council and Chapter 
Presidents’ Dinner, as well as a Ladies’ 
Tea, were held on Sunday, May 22. 
All conference sessions were held in 
Toronto’s Royal York Hotel, while the 
equipment exposition sponsored in con- 
junction with the conference was held 
in the Mutual Arena in Toronto. 
Theme of this year’s conference, the 
second to be held in Canada during the 
thirty-six years in which NOMA has 
been holding annual meetings, was 


“Controlling Office Costs,” and speak- 
ers at conference sessions developed 
various aspects of lowering costs and 
increasing production. 

The keynote speaker, Richard R. 
Jones, Canadian Council of Christians 
and Jews, Toronto, emphasized the 
management aspect of office manage- 
ment, saying that the good office man- 
ager is the one who “makes use of 
skills, not the one who has the skill.” 


“Curiosity” lauded in budget work 


The first speaker at the afternoon 
session on Monday, which followed the 
keynote address and business meeting 
on Monday morning, was C. M. Sur- 
dyk, Plant Controller, Dearborn As- 
sembly Plant, Ford Division, Ford 
Motor Co. Discussing “Budget Devel- 
opment,” Mr. Surdyk declared that 
establishment of equitable budgets in 
any area was impossible without precise 
knowledge of that area’s characteristics, 
its elements, the factors likely to affect 
the elements, and the relative influence 
of each factor. 

Such knowledge must be complete, 
and can only be gained by a continual 


Annual luncheon was final event of conference 
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Paul Holly: “Work Measurement” 


attitude of curiosity, he maintained, 
recommending that executives constant- 
ly try to determine the “why” and 
“how” of every problem and situation. 

“This curiosity should be practiced 
not occasionally and applied not merely 
to problem areas, but continuously and 
to every area,” he said. 

“Budgets are not a routine mechan- 
ism or operation,” he went on. “The 
instant that budgetary control, includ- 
ing development, appraisal, presenta- 
tion, and follow-up becomes a routine, 
the budget itself loses some of its effec- 
tiveness. The budget is a tool which 
must be developed carefully and ap- 
plied judiciously. It is a tool which 
demands constant curiosity. It is a tool 
which must be applied not only at the 
period of its development, but all year 
*round.” 

Work measurement is a state of 
mind—it will work if an office actually 
wishes to have it work, the next speak- 
er, Paul Holly, manager, Clerical Op- 
erations, Aldens, Inc., Chicago, told the 
group. 

“Don’t accept the flat statement that 
work measurement cannot be used in 
your office operations,” he warned the 
audience. “There are some spots where 
production cannot be measured accu- 
rately, but the odds are in your favor 
for a good installation.” 

Primary paperwork operations, he 
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pointed out, are receiving information, 
reading, translating, posting, collecting, 
reporting, and filing. The cost of 
each of these operations is affected by 
the efficiency of forms, reports, equip- 
ment, space, procedures, and personnel. 
His company, the speaker declared, 
has found it possible to apply work 
measurement standards for 83 percent 
of its clerical workers, which is a high- 
er percentage of coverage than applies 
for all workers in the company. Pro- 
duction has been increased 50 per cent, 
since work measurement introduction 
at Aldens, he declared, errors have been 
reduced 50 per cent, and employee 
take-home pay has risen 25 per cent. 


Plans are expensive 


“The institution of a work measure 
ment plan is a costly venture,” Mr. 
Holly cautioned. “There is no positive 
guarantee that a measurement system 
will reduce costs. However, today we 
are in a position to see for ourselves 
considerable evidence of the many suc- 
cessful installations.” 

The first morning speaker on Tues 
day, the second day of the conference, 
John R. Crowley, after pointing out 
that there is now one clerical worker 
for every two factory workers in the 
United States, told the group that mod- 
ern management demands on the office 
have grown more rapidly than the ca- 
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pacity of the office to meet manage- 
ment requirements. 

“The blunt, cold, hard fact is that— 
despite increased mechanization, more 
modern offices, more liberal personnel 
policies, as a general rule we are falling 
behind, are losing ground, in the battle 
to control clerical costs,” he stated. 

This means that clerical methods im- 
provement and cost control stands to- 
day as an area which offers greater 
potential savings to the average firm 
than any other action it can take, he 
maintained. 

“If yours is an average office,” he 
told the audience, “the experts—con- 
sultants, systems personnel, teachers, 
office managers—agree that these condi- 
tions probably prevail: 

“1. Close to 10 per cent of your 
clerical effort is being wasted on jobs 
that should never be performed at all. 

“2. Close to 20 per cent of your cler- 
ical effort is being dissipated on jobs 
that could be performed in an easier, 
faster, quicker, less expensive manner. 

“3. The remaining 70 per cent of 
your work is being handled at between 
60 and 70 per cent efficiency. 

“A great many, if not most, office 
jobs could be performed more easily, 
more quickly and more economically if 
a little time were taken to study the 
operation involved in each job, and a 
critical look were taken at the way in 
which the job was being done.” 

If it is possible to induce manage- 
ment, supervisors, and clerical person- 
nel all to regard every job from this 
standpoint, methods improvement will 
follow, he said. 

“The amazing thing about such a 
program is the fact that for us and for 
our people it can be interesting, be fun, 
and be rewarding—and can be accom- 
plished with relatively little cost to our 
companies,” he declared. 

Complacency about the validity of 
traditional methods in each office is 
partly responsible for office inertia about 
methods improvement, he suggested. 

“If this is your feeling, as a test— 
not to make a million, but to puncture 
any complacency you may have as to 
the need—will you make just three 
checks on the simplest, most elemental 
type of methods improvement?” he 
asked. 

“1. Check every envelope in your 
stockroom, and ask yourself, ‘Could this 
envelope be made into a window en- 
velope and thus eliminate the need for 
typing a name and address?’ 

“2. Check every typewritten form in 
your company and ask yourself, ‘Is this 
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form properly ruled for typewriter 
preparation, for typewriter spacing, and 
for automatic tabulation?’ 

“3. Finally, check one drawer of gen- 
eral correspondence and ask yourself, 
‘Could any of these items have been 
destroyed before filing?’ ” 

Mr. Crowley recommended as a basic 
approach to methods improvement: 

“1. Study each job. 

“2, Determine the cost of each op- 
eration. 

“3. Evaluate the actual need for the 
work being done, (here asking, “Why 
is the work done? What purpose is 
served? and, Is it duplicated else- 
where?’) 

“4. What is the worst that would 
happen if the work weren’t done at all? 

“5. Does the recipient of the work 
know the extent of the job and the 
cost? 

“Finally, will you remember these 
things?” he asked. “The real test of 
the necessity for any operation in your 
office is whether or not the benefit that 
accrues from this operation is greater 
than the cost of doing it. The lowest 
cost of producing an unsatisfactory end 
result is still an unwarranted extrava- 
gance.” 

Virgil K. Rowland, Detroit Edison 
Co., the second Tuesday morning speak- 
er, discussing “Executive Personnel De- 
velopment,” said that management per- 
sonnel development could be defined 
as the business of getting people to do 
more than they know they can do. 

He stated that evaluation and indi- 
vidual discussion of performance for 
all workers by the next higher level of 
management is the key to personnel 
development, and suggested that for- 
mal programs may accomplish little or 
nothing unless each person participat- 
ing is handled as an individual. 

“If we evaluate the managerial per- 
formance of our subordinates, we will 
be able to determine the course of ac- 
tion to take to improve the managerial 
performance of each individual,” he 
went on. 

“If you have been fortunate enough 
to make morale studies of your em- 
ployees,” he told the group, “you have 
learned that many employees are un- 
happy because of the fact that certain 
people apparently are designated as 
heirs-apparent. When you evaluate the 
managerial performance of all mem- 
bers of your management team, and do 
your level best to be a good manager 
of them, you are putting them all in 
the category of being better contenders 
for your job.” 
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Miss Marie Reynolds (left) receives “Business Teacher of the Year” Gold Key 
from Dr. Irene Place, at the Chapter President’s Dinner 


Concurrent sessions held 


The afternoon program on Tuesday 
was given over to concurrent sessions 
on “Duplicating Equipment” and 
“Data Processing,’ with Robert H. 
Allen, of Moore Business Forms, To- 
ronto, discussing the first subject, and 
Edward L. Wallace, of Harvard Uni- 
versity, covering the second. 

Mr. Allen outlined the main methods 
of duplicating written or typed mate- 
rial, and suggested that selection of a 
method for any given purpose could 
be simplified by a charted analysis of 
the job or jobs to be done. 

“Many offices which have duplicating 
systems in use at the moment might 
find the use of charts a good means of 
making a review of the present installa- 
tion to decide whether or not it should 


be expanded, curtailed, or modified 
with the addition of other equipment 
to do a better and less expensive job 
than the equipment currently in use,” 
he declared. 

The other afternoon speaker, Mr. 
Wallace, told his portion of the group 
that “no other subject in recent years 
has succeeded in causing so many seem- 
ingly well-informed individuals to lose 
almost complete control over their im- 
aginations as has been the case with 
electronic data processing.” 

This is particularly true, he declared, 
of the statements that have been made 
about the ability of electronic data 
processors to supply management with 
new information upon which to base 
its decisions. 


(To page 41) 


Publicity award, won by NOMA’s Chicago chapter, is given W. G. Scheer (left) 


by H. 


Y. Armstrong, National Publicity Committee chairman 


21 


Eee OO EE | | 
¢ ‘ Ayr ~ ae eee a2 ee ° é 4 é 
f, # = = ue ; ® ~* . p ie 
: ee. ae ig aay tas. ihe” . - 
ro 4 ee | i 
; i 7 ae | hg i =I a ° : we if re . ; - 
es. * | ~ a ; + ees ee - - ae * a 
Pee a “tae bx ox => eek: ‘ie: hh 0 ofa 
oo ‘x *®& ; ‘ be ae 
Pit ae : le x 4 Wits. ae 
> : , i ; . ae = 
| ae =e a 4 iq 
| — . : 4 
a 
~ 
1 
be. 
} p) 
j { 
) P H a 
- - re 
i. = fs 
< ae 
- a if % Ww P “MS > " 
~ b: te (ese i ; 5 ie 7 
ce 4 ; es 4 a: , a 
ig : Ae . wee Be a ; ES : 
' € 4.0% i ‘" ; 7 4 { “ee Pe a = 
4 bes a + *% : : aa iis ia , ; 4 8 " 3 ; [ ; 
 & 4 a *@ bi ; a oe. 7 tos, 4 a . he 
4 _ — ee ae mh es : 
: : aE sat ¥ mee 2 ke c= Pe i a 9 7% < 7 es j 
. , 2a ‘ wae 2 % 
i pees + j ‘y wr i fey “g aa a i | # i = 
> a J 
2 3 y es | ss rm a oe. eee es, ‘ “i & 
: . ; — 2 oe 2 
—_— > ee Be (2 eae i! . : 
a , 
a ee -. 
SC = + 


How forms redesign speeded labor cost 
distribution for Thompson Products 


Methods review leads to new tabulating 
procedures in Cleveland plant 


by George E. Toles 


Use of Waterfall decollator, new form saves eight man-hours a day 
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THE AMERICAN BUSINESS office 
today is taking rapid strides toward 
almost complete automation. The 
most recent additions to office me- 
chanization, such as high speed com- 
puters, tape to card tabulators and 
similar electronic equipment have 
made tremendous contributions to the 
nearly perfect automatic office. 

The closely allied business machines 
and forms industries have 
pooled their research facilities to give 
today’s offices new and better meth- 
ods that are operated at high speeds 
with perfect control. 

The sweeping revolution in office 
methods through the introduction of 
electronic equipment has caused man- 
agement of many concerns to re- 
examine more carefully their systems 
of paperwork handling. The high 
speed production of information, they 
find, necessitates newer, streamlined 
procedures, with every step, from plan 
to final printed form, executed to 
match the accelerated pace of the mod- 
ern office. 

The automation of Thompson Prod- 
ucts Inc.’s Tapco plant in Cleveland, 
Ohio, called for a review of methods 
for the production of figures used in 
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Reverse of completed cards showing variable information 
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Joseph Bednar, Dep’t Manager 
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the daily routine of the business. As 
a result of this review, Thompson 
now has one of the most completely 
automatic tabulating departments in 
industry. 

Manufacturers of a broad line of 
automotive and aircraft parts, the com- 
pany also is producer of a diversified 
line of products for the farm ma- 
chinery and marine industries, and for 
the newer fields of guided missiles, 
electronics and atomic energy. 

Their widespread operations require 
accurate figures in a hurry. As a result, 
Thompson’s tabulating department 
at the Tapco plant in Cleveland is one 
of the outstanding installations of its 
kind in the country. The latest in 
tabulating and electronics equipment 
is used to prepare everything from 


engineering research calculations to 
forecasting. 

Obviously, mechanical and electronic 
equipment of this magnitude required 
more than just ordinary accessories, 
because of the high speeds needed in 
the preparation of reports. One im- 
posing problem was the difficulty in 
securing a form that could keep pace 
with the speed of the equipment. In 
cooperation with Moore Business 
Forms, a series of tests was made with 
a new form. 

The new form is entirely different 
in concept and was devised to meet 
new and unheard of standards. It 
incorporates narrow carbon and _ is 
manufactured by a new method to 
produce an accurate and economical 
form for use on all modern high-speed 
tabulating and forms-writing equip- 
ment. 


Lost time saved 

Thompson developed a system fea- 
turing the new form for their cost 
recording operations which saves con- 
siderable man-hours and form costs. 

One of the most vital accounting 
problems in a piecework manufactur- 
ing operation such as is carried on by 
Thompson Products is the proper and 
timely distribution and efficiency rat- 
ing of labor expense. It is made par- 
ticulary complex because of the size 
of the company. 

Management must know currently 
how each department is performing 
against standards; true labor costs 
must be known for each production 
job in order to properly estimate 
future orders; tie-in between payroll 
and labor distribution must be exact; 


=: ge 


One section of key punching department at Tapco Plant 
July, 1955 


individual employee production efh- 
ciency must be known by each super- 
visor. 

In the past, time cards and job cards 
were handled, completed and con- 
trolled separately. This resulted in 
duplicate effort as well as prevented a 
positive tie-in between payroll and 
labor distribution. 

The timekeeper hand-posted produc- 
tion to performance sheets and multi- 
plied rate times pieces for standard 
hours earned. Individual workers 
were required to make important 
mathematical calculations on which 
management reports were based and 
they had to handle individual cards 
for every job they worked on. 

Non-productive labor was not dis- 
tributed to jobs and operations. Pro- 
duction figures were not currently 
available to the people responsible for 
establishing standards and too many 
forms were required. 

The new system was planned by 
Joseph Bednar, manager of the tabu- 
lating department of Thompson Prod- 
ucts, Tapco plant. The key to this new 
system is the Combination Time Card 
and Job Card, and the Daily Efficiency 
Report. 

The Time and Job Card is a regula- 
tion tabulating card containing daily 
time information for payroll purposes 
on the front. The reverse side contains 
spaces for entering job information. 
This card is now the only one handled 
by the employee, supervisor and time- 
keeper for the day. 

These cards are reproduced daily in 
the Tabulating Department from mas- 
ter employe cards. Punching and in- 


(To page 70) 
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4) AUTOMATION 


- 


IN THE OFFICE > 


Xs. 


Underwood’s new electronic sorting device can handle forms of various weights and sizes 


Pace of office automation continues to increase in 


first half of °55; Burroughs, Underwood show new units 


DURING THE FIRST six months of 
1955, the pace of automation of cler- 
ical processes in offices across the coun- 
try continued to accelerate. And, 
more and more companies began to 
grow familiar with the possibilities 
for savings and improved work flow 
offered by integrated data processing, 
and by electronic data processing units, 
the range of management attention to 
the work of the office was extended. 
In this issue, in the report of the 
American Management Association’s 
top management conference in New 
York, there is a report of a speech in 
which Dr. J. W. Forrester, of the 
Massachusetts Institute of Technology, 
stated that the greatest new field for 
computer application lies in explora- 
tion of all that the electronic data 
processors can do as a direct aid to 
management planning. 
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Acceptance of the role of electronic 
data processors in routine data proc- 
essing has become so widespread, in 
other words, that management think 
ing is now moving ahead to consider- 
ation of the reports, the surveys, the 
analyses, which were never before eco- 
nomically feasible, but which high 
speed computers can make possible. 

Equipment manufacturers have 
matched the fast-developing interest 
in automation and all its implications 
with a constantly-increasing flood of 
products designed to fit into the inte- 
grated data processing concept, which 
is fundamental to office automation. 
Each month new products have been 
announced, and each of them has ex- 
tended the already wide range of 
equipment available to American busi- 
ness in its constant pursuit of better 
methods of doing its work. 


Electronic sorter introduced 
Underwood Corporation has an- 
nounced development of a new high 
speed electronic media sorter that can 
be operated from a standard typewrit- 
er keyboard. 

The new unit, callel the Rapid-Sort, 
is capable of handling forms of various 
weights and sizes. 

The Rapid-Sort, unlike conventional 
punched card sorting equipment, can 
segregate directly original media such 
as sales checks, tax bills, job tickets, 
and bank checks, according to Under- 
wood. 

The method of operation is this: the 
operator identifies alphabetical or nu- 
merical classification by a glance at 
the top copy. As she depresses the 
appropriate keys the media are shunt- 
ed to the correct bins. Underwood re- 
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Part 1 


Socio- perception: 


key to good 


human relations 


by Eugene E. Jennings 


Associate Professor of Management, 


Michigan State College, East Lansing, Michigan 


TO THE OFFICE EXECUTIVE, 
people are becoming more human 
every day and perhaps this is because 
they are becoming acutely aware of 
what are good and bad human rela- 
tions. It does not take the office execu- 
tive long to know that employees think 
now of good or bad human relations 
as denial or satisfaction of their basic 
needs. People expect to be treated as 
humans today and this principle of 
expectant treatment has placed a high 
premium on the supervisors and execu- 
tives who understand human motives, 
conduct, forces and frustrations. 


Professor Jennings will be re- 
membered by readers as the 
author of “Supervision Can Be 
Democratic”, Office Manage- 
ment, August, 1954, 


Chester Barnard, President of New 
Jersey Bell, suggests that understand- 
ing human relations is of first impor- 
tance to the office executive; for human 
relations are the essence of managerial, 
employee, public and political rela- 
tions; and in most cases, these rather 
than science, technology, law or finance 
are the central areas of the executive 
functions. Although few executives 
and supervisors dispute the necessity 
of understanding human relations, few 
also have too much confidence in their 
ability to deal with human relations 
problems. For the most part this lack 
of confidence is a result of insensitivity. 
This word is offensive to most people 
but in psychology it is very useful and 
refers to the inability to see accurately: 
to observe what actually takes place 
in the office. 

Making use of one’s perceptive abili- 
ties is a key to understanding ourselves 
and others. Since what we are con- 
cerned with is “seeing what people are 
doing,” let us use the term socio-per- 
ception, meaning how to improve our 
ability to perceive human behavior in 
the environment about us. 

Socio-perception is based on the 
elementary idea that we are at each 
moment oriented to the space about us 
and the mode of our awareness deter- 
mines how we behave. The first and 
primary step in socio-perception is to 
note the situation of others, to see what 
they are about and where their activi- 
ties are tending. This observing is an 
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activity that an office executive or 
supervisor does to a certain extent 
every minute of his waking day. He 
observes so often he is not conscious 
that he is observing. Nevertheless his 
success with people and their problems 
is based upon making correct sense 
out of their behavior. 


Familiarity breeds misunderstanding 


There are many pitfalls that are 
being fallen into today in the rush to 
understand people. In the first place, 
familiarity dulls our sensitivity. One 
office executive said that people are no 
problem; we have lived with them too 
long. The very ease and naturalness 
with which we establish contact with 
people obscures the strangeness of the 
process of human conduct and the 
rather different problems it poses. It 
seems that we are confronted with the 
paradox that in human affairs we 
know too much and understand too 
little. 

One result of our proximity to 
human relations is that we are unable 
to discern our own problems and diffi- 
culties accurately, which contributes to 
a state of confusion. We become ad- 
justed to maladjustment. Secondly, we 
pay attention to human problems too 
late, when finally we have an office 
slowdown on our hands or a key execu- 
tive ceases his orderly and constant 
pursuit of his task. Perhaps what is 
wrong is that we are sufficiently sensi- 
tive to human relations that when 
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these problems are encountered we 
concern ourselves with their prac- 
tical solution rather than inquire pa- 
tiently and systematically into them, 


Experience no key 


Secondly, some executives and super- 
visors who have long experience in 
dealing with people feel capable in 
dealing with human problems. It is 
true that the best way to get to know 
people is to interact with them but 
experience does not teach by itself. 
Men can have the same experiences 
over and over and still not learn to 
handle those experiences effectively. 
One executive went to his superior 
with a complaint that others were pro- 
moted over him with less experience 
with the company. The superior, after 
the usual amenities, finally said, “I am 
sorry. It is true that you have been 
here the longest but you have merely 
repeated the same experience over and 
over. You have not shown any im- 
provement despite your experience.” 

Furthermore, experience in human 
relations is not necessarily cumula- 
tive, as in the case of a machinist who 
acquires added experience the more he 
uses his machine. We can not sharpen 
our understanding of people merely by 
mixing with them. Many executives 
who have attended the human rela- 
tions institutes and seminars held at 
various institutions throughout this 
country are coming to realize the dif- 
ference between knowledge and under- 
standing. Perhaps an appropriate 
analogy is that of putting an engine 
together. This knowledge does not 
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necessarily mean that one also under- 
stands the principles of internal com- 
bustion. We all have walked probably 
thousands of miles in our lifetime; but 
how many of us understand the princi- 
ple of muscle-reflex action. The differ- 
ence between knowledge and under- 
standing is that the former is primarily 
concerned with “how” and the latter 
is concerned with how and “why.” 
The how approach to human relations 
is basically manipulative when not ac- 
companied with the why approach. 

However, the very subtle joker is the 
fact that when understanding of 
human relations is as complete as possi- 
ble, there still is no guarantee that 
understanding will be practiced on 
day-to-day problems. It is interesting 
to note that the divorce rate is as high 
among psychologists and psychiatrists 
as among other professions. In other 
words, just because one understands 
the rudiments of safe driving, there is 
no guarantee that one will be a safe 
driver. 

However, the converse—that we can- 
not be safe drivers until we are aware 
of the hazards of driving—is true and 
places a high emphasis on becoming 
sensitive to what are good and poor 
human relations. The subject matter 
of human relations is at once self-evi- 
dent and illusive. It would appear 
that all we need to do in order to dis- 
cover the principles of human and 
social action is to observe ourselves and 
others. It is common advice that in 
order to understand our troubles it is 
necessary to look about and make our- 
selves aware of what is happening. 


However, observation is both necessary 
and hazardous. 


Things are not what they seem 


It is hazardous because we often see 
what our experience allows us to see. 
Then, too, we see sometimes what we 
want to see and do not see what is 
unpleasant, and, also see sometimes 
by the criterion of “interestingness.” 
About all of this Homans says that no 
one “sees” human behavior. The eye 
is never quite innocent, but comes to 
its task sensitized. We see what our 
experience and ideas teach us to see— 
and that is never the whole story, 

Things are usually different from 
what they seem. Things may present 
different appearances to different ob- 
servers, or to the same observer in dif- 
ferent conditions, and the character of 
these appearances is to some extent de- 
termined by the state of the conditions 
and the observer. For example, the 
stick which normally appears straight 
looks bent when seen in water. What 
has happened is the refractory char- 
acter of water has made the stick ap- 
pear to our senses as bent. Actually it 
is not. In our everyday observation 
there are many things similar to water 
that prevent us from seeing and feel- 
ing our own and other human relations 
problems. Such things may be cited 
as the group in which an individual is 
placed or the manner in which he 
speaks often clouding what he says, 
and vice versa. (It is interesting to note 
that the motto of the USA camouflage 
center is “seeing was believing.”’) 

(To be continued) 
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Floor plan of the new building, which has its own restaurant, garage, power plant 


Function determines layout in new accounting unit 


Steel company sets up self-contained department in = AN ABANDONED silk factory “on 
the other side of town” would not, at 
building apart from main offices; two complete, comple. first glance, seem the most likely place 
in which to house the complex account- 
mentary filing systems featur. ed. ing operations of one of America’s in- 
7 dustrial giants. Yet, for a major 
American steel company in Penn- 
sylvania, faced with an acute space 
problem at its plant-site offices, this 
“isolation” of one of its vital depart- 
ments proved to be a strategic, morale- 
building move. For the first time, it 
permitted the company to bring to- 
gether under one roof the complete 
handling of accounts receivable and 
sales accounting operations for both the 
parent corporation and its subsidiary 
members. 


Simultaneously, the company was 
now afforded an opportunity of creat- 
ing the new divisional groupings and 
the huge speed-file system which it 
required for the adequate handling of 
its expanding accounting operations— 
a move which it immediately pro- 
Accounting has own switchboard, reception area ceeded to make with the aid of plan- 
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ning services and new equipment sup- 
plied by the Art Metal Construction 
Company of Jamestown. 

As it now stands overlooking the 
countryside, the remodeled, one-story 
brick building is one of the most mod- 
ern and self-sufficient accounting de- 
partments in the country—right on 
down to its own complete cafeteria, ex- 
pansive parking lot, and underground 
power plant. 

The original open area construction 
of the building is now divided into 
sections by fixed masonry partitions. 
Each section is placed to follow 
naturally the accounting operations of 
the company. Only three corridors cut 
across the width of the building’s 
60,000 square feet, yet, with the two 
wall corridors that run parallel with 
the length of the building, they provide 
immediate access to every room and 
office. Under this arrangement, all 
offices, with the exception of the front 
supervisory offices, depend completely 
upon fluorescent lighting and air con- 
ditioning. 

The extensive uninterrupted wall 
space afforded by these corridors, inci- 
dentally, is viewed by the company as 
a plus factor, as it contemplates expan- 


Condensed data on each account are available on punched cards processed in the 1.B.M. room, 
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Each assistant auditor 


sion in terms of an increasing num- 
ber of mechanical accounting devices 
rather than increased personnel. 

In all, there are 380 executives and 
employees in the building, including 
the Auditor of Receipts (in charge), 
two Assistant Auditors, six Division 
Heads, and eighteen Section Super- 
visors. 

Operations are divided into 20 sepa- 
rate departments, each concerned with 
a different phase of the accounting 
procedure—from sorting and _price- 


has desk and work table 


checking the working documents as 
they arrive from the plant right down 
to the final auditing of receipts. In 
between are self-contained groupings 
of clerical workers, each with its own 
division head, each concerned with an 
intermediate operation — billing, key 
punching, tabulating, sales account- 
ing, etc. 

All supervisors and department 
heads are provided with special “field 
offices” especially designed and 
equipped. Opening onto both the corri- 


dor and the open-area section they 
oversee, these permanently partitioned, 
12 by 14 foot private offices serve as 
conference rooms, liaison points be- 
tween departments, and private offices 
for these “working executives.” 

For the two Assistant Auditors, an 
elaboration of this same idea was de- 
cided upon. In this spacious office, 
with its three picture windows over- 
looking the rolling countryside and the 
steel plant itself in the distance, were 
arranged two of Art Metal’s 72-inch 
double pedestal, flat top desks and two 
72-inch executive conference tables. 
Each of the two Assistant Auditors 
works freely between table and desk, 
has sufficient room to work in succes- 
sion from any of the fifteen files of 
papers that can be placed without 
crowding along the desk top edge. 

Once processed, the papers are trans- 
ferred to the extensive table imme- 
diately behind him. 

Essential to the accurate functioning 
of ail departments is a complete data 
and history file on each account. To 
provide this information at the mo- 
ment it is needed (and it is in constant 
use), the steel company organized two 
complete and complementary filing 
systems. One is the I. B. M. file, a sys- 


(To page 44) 
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Section filing clerks collate requested material at their own desks 
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Figure 1. Department breakdown. 
OFFICE MANAGEMENT 


Mechanization cut our 


auditing costs by two-thirds 


by J. P. Wilson 


Controller, Frankenberger and Co., Charleston, West Virginia 


AN UP-TO-DATE and accurate sales 
audit is a “must” in any successful re- 
tail business. So the expense of daily 
sales auditing and analysis is often 
dismissed as a necessary evil. 


But we found a way to cut our 
audit expense by almost two-thirds and 
at the same time get far more accurate 
and timely information than we ever 
had before. Instead of requiring the 
time of three people in our Sales Au- 
dit Department, one girl now does 
the entire job—which to us means a 
saving of better than $4,500 a year on 
this operation. 


This was accomplished by com- 
pletely mechanizing the sales audit 


function. Like most other men’s spe- 
cialty stores, we have a great deal of 
interdepartmental selling. Since our 
new system takes care of that problem, 
as well as being very economical, a 
knowledge of how it works may be 
helpful to others. 


Sales slips, cash and charge, come to 
the Sales Audit Department in ex- 
actly the same way they did before; 
no change of any kind was required 
in this respect. 


But now, instead of the old labori- 
ous, time-consuming process of enter- 
ing and analyzing all sales slips on 
department work sheets, the whole job 
of analysis and audit is done in “one 
shot” by machine. 

In order to understand how incredi- 
bly simple and fast this work is when 
done mechanically, perhaps the best 
idea is to explain just how the equip- 
ment itself (a National “152” Sales 
Audit Machine) operates. 

Figure 1 shows our requirements 
for a departmental breakdown. Figure 
2 represents the “total keys” on our 
machine. You will notice that each 
key is coded according to the classi- 
fication we require. For instance, L-5 
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Figure 2. Machine “Totaling Keys” 


is Tailored Sport Coats, L-10 is Lei- 
sure Coats, L-11 is Jackets—and so on 
down the line. 

Each of these keys represents a sep- 
arate total. By setting up an amount 
on an adding machine type keyboard 
at the left (not shown in the illus- 
tration), and touching one of the keys, 
the amount is added into whichever 
total is touched. 

As a matter of fact, in the first 
two rows, each key is used as two 
totals. The adding keyboard at the 
left is 15 rows wide and is “split” 
left and right. Therefore, if (for ex- 
ample) the operator wants to add an 
amount into L-5, she sets up that 
amount on the left side of the key- 
board and touches the first key— 
L-5/F-5. If she wants to add an 
amount into F-5, she sets up the 
amount on the right side of the add- 


ing machine keyboard and touches the 
first key. 

So it can be seen that we actually 
have 45 individual totals on this ma- 
chine. And the auditing and analysis 
of sales slips is nothing more than an 
adding machine type operation. The 
only difference is that this machine 
has a lot of different “motor bars” 
instead of only one—and the girl sim- 
ply sets up the amount and touches 
the right “motor bar” or key. 

Sales slips come to the machine in 
two batches—cash and charge. (We 
treat all C.O.D.’s as charges and all 
layaways as cash sales). Each batch 
has been sorted by salesmen. The girl’s 
exact procedure is as follows: 

1. Enter total amount on sales slip 
in Proof Key. 

2. Enter each purchase in appropri- 

(To page 46) 


DAILY GROSS SALES BY DEPARTMENTS 


Figure 3. Salesmen’s individual totals are printed first on slips (left), posted later to individual 


sales records (right) 


DEPARTMENTAL SALES 


DAILY CREDITS BY DEPARTMENTS 


Sannane MEWS 


Sa 


Figure 4. Department sales, yielded by machine, are posted later to a sales reord for each department (right) 
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Burrough’s new “reading” device is demonstrated at New York’s First National City Bank 


Automation— 
(From page 25) 


ports that less than a third of a second 
is required for the complete cycle. 

The company also reported that on 
a recent test run, the sorter accom- 
plished in one day a job that would 
have required six days with manual 
sorting. 

The sorter, which was developed by 
Universal Business Machines, of Co- 
lumbia, S. C., and is distributed by 
Underwood, original forms 
measuring five and one-half to eight 
and one-half inches wide, and two and 
three-quarters to four and a quarter 
inches wide. It will feed various 
weights of paper stock ranging from 
15 to 90 pounds. 


accepts 


Machine “reads” checks 
Burroughs Corporation demonstrat- 
ed last month the prototype of a ma- 
chine outlined in this section in Janu- 
ary, 1955—an electronic device which 
“reads” travelers checks at the rate of 


7,200 an hour. 


Demonstrated at New York’s First 
National City Bank, the new machine 


is designed to automatize final proc- 
essing of National City Bank traveler’s 
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July, 1955 


checks returned for payment from all 
parts of the world. 

The manufacturer states that the 
machine is the first workable equip- 
ment capable of “reading” directly 
from a source document without need 
of human intervention or an interme- 
diate coding operation. 

George A. Guerdan, vice president 
of the New York bank, in reporting 
on results of field tests made of the 
equipment at the bank’s Wall Street 
offices, said: 

“Test results have been gratifying. 
The machine does the work more than 
eight times faster than previous meth- 
ods submitted. At the same time, it 
has reduced the traditional error factor 
of one per cent in key punching to 
considerably less than 1/10th of one 
per cent.” 

The device consists of a cable-con- 
nected reader and punch, each unit of 
which is approximately the size of an 
office desk. The machine scans the 
printed numbers on every check 
(which identify its denomination and 
serial number) by means of electronics 
and a photo-electric device, and auto- 
matically punches a card to corre- 
spond. 

The only action required of the 
operator is the loading of the machine 


feeds with checks and blank tabulat- 
ing card stock, and the removal of 
machine output. 

Pointing out that the principle of 
direct reading of typed or printed 
characters has possible applications ex- 
tending far beyond the current use, 
Ray R. Eppert, Burroughs executive 
vice president, said: 

“Since characters can be read on a 
travelers check, it is obvious they can 
be read on other kinds of documents. 
Similar equipment could be adapted 
for the automatic processing of bonds 
and securities, withholding tax state- 
ments, personal loans, production con- 
trol documents, and others.” 

He added that it would also be pos- 
sible to transfer such source document 
information automatically onto mag- 
netic tape for computer purposes, thus 
making feasible use of source docu- 
ments for automatic input in a data 
processing system. 

Burroughs, in cooperation with the 
Todd Company, and Addressograph- 
Multigraph Corp., also recently an- 
nounced development of an automatic 
bank bookkeeping system designed to 
bring a high degree of automation to 
volume check processing. 

The new system is based on an in- 


(To page 41) 
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British Industries Fair 


shows new furniture, partitions 


by Leonard G. Rule 


A CHAIR specially designed for work- 
ers in light industries was among those 
on show this year at the Birmingham 
(England) Section of the British In- 
dustries Fair between May 2 and 13. 
This chair has a framework of tubu- 
lar steel, standing on four tubular 
legs. 

The shaped seat provides the maxi- 
mum of comfort, and the flexible back 
support holds the operative’s back in 
the correct position to avoid muscle 
fatigue. The seat will rotate freely 
when its height is fixed, and the foot- 
rest rises, falls and swivels with the 
seat, (Made by Fisher and Ludlow 
Ltd.) 

One range of seats shown at Bir- 
mingham covers every need, from the 
simplest kind of fixed-height, three- 
legged stool, to the deeply cushioned 
armchair for executives. Standard 
throughout this range—apart from the 
stools—is an adjustable back-rest which 
can be set to meet the needs of the in- 
dividual. There is a control knob with- 
in easy reach which enables the seated 
user to adjust the back-rest horizon- 
tally and vertically. 

The back-pad itself pivots to follow 
the movements of the worker using 
the chair. The amount of foamed rub- 
ber cushioning, and the type of up- 
holstery, are varied to suit the needs 
of every type of worker from factory 
hand to management staff. (Made by 
Leabank Office Equipment Ltd.) 

Safety of cloakroom equipment is 
important in giving workers the feel- 
ing that their outdoor clothing and 
other properities are secure during 
working hours. The simple sheet steel 
locker remains excellent for this pur- 
pose. It occupies little space in the 
cloakroom, yet provides ample space 
for clothing. Sheet steel is hygienic 
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Lockers, coatroom equipment displayed 


and insect-proof and is easily cleaned. 
Moreover, lockers of metal are not 
easy to break open, and a six-lever 
lock is not easy to pick in the brief 
times for which cloakrooms are un- 
guarded. 

One range of such lockers exhibited 
at the Fair offers three standard sizes 
in single lockers, and nests of two, 
three or four lockers. The smallest 
size offers one hook and a hat shelf, 
and there are ventilation louvres at 
both ends of the door. The larger 
sizes each have three coat hooks as 
well as a hat shelf. All types can be 
provided with either a solid plinth at 
the base, or with four legs. (Made 
by Leabank Office Equipment Ltd.) 


Drafting tables exhibited 

Drawing office equipment shown at 
Birmingham included drafting stands, 
drafting tables, drawing tables and all 
their ancillary apparatus. One par- 
ticular drafting stand was originally 
destined for use with a Double Ele- 
phant drawing board but a modified 
stand has now been produced to ac- 


‘commodate the larger Hamburg size 


board. 

The manufacturers of this stand, E. 
N. Mason & Sons Ltd., claim that it 
offers finger-tip control, based on 
counterbalance, from the draughts- 
man’s working position. The assem- 
bly is locked by pressure on a bar of 
the foot pedal, and pressure in the re- 
verse direction frees the assembly so 
that its position can be adjusted. 

Every sort of drawing office need 
is provided for in the equipment which 
was shown. Among this was a de- 
velopment by which the reference 
table is attached to the drawing board 
support instead of being a separate 
unit. Dargue Brothers showed a min- 
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aa 


iature, portable drafting machine 
which is claimed to embody all the 
advantages of the bigger types in the 
same range. This small machine is 
available in two sizes, 20 by 15 inches 
and 23 by 16 inches. 

The Fair included displays of par- 
titioning with sheet metal panels 
topped with welded mesh, or glazed 
upper parts, as well as timber panels 
with glazed tops. This kind of parti- 
tioning is intended to be used over and 
over again, and is constructed in stand- 
ard lengths for this purpose, The 
partitioning system includes panels 
with hinged doors, with sliding doors, 
and with drop hatches. 

The framework is of solid construc- 
tion, and includes square tubular mul- 
lions as corner posts where partitions 
are built at right angles to each other. 
The sliding doors can be either single 
or double. 

The hinged doors are two feet, six 
inches wide and almost six feet, six 
inches high. The standard panels are 
eight feet high and four feet wide. 
The hatch panel includes a drop hatch 
measuring three feet by two feet, six 
inches. The hatch, which is of solid 
sheet, also serves as a counter when 
it is open. (Made by Fisher and Lud- 
low Ltd.) 

Addresses of manufacturers men- 
tioned above are: 

Fisher and Ludlow Ltd., Bordesley 
Works, Birmingham 12, England. 

Leabank Office Equipment Ltd., 91 
Euston Road, London N.W.1, Eng- 
land. 

E. N. Mason and Sons, Ltd., Arc- 
light Works, Colchester, Essex, Eng- 
land. 

Dargue Brothers Ltd., New Simp- 
lon Works, Halifax, Yorkshire, Eng- 
land. 
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Semi-Annual Index 
January-June, 1955 


ASSOCIATION NEWS 


New tax depreciation methods 
by Willard F. Stanley nin 
Chicago seminar goes “atomic” 
New tax — methods 
(Part II) a 
Chicago seminar opens.. 
Decentralized management not 
threatened by data processors, 
AMA told, by Robert M. Smith_.April 
Indispensable’ man not top man- 
agement material, Chicago semi- 
ee te Ee April 


California Business Show will. open 
RRA eee oI .......April 
Decentralized management not 
threatened by data processors, 
AMA told (Part II)....................-. May 
Speakers announced for NOMA 
conference opening in Toronto 
i EE aaa May 
NOMA’s International Conference 
in Toronto opens... J 


CASE OF THE MONTH 


Intercom installation increases 
insurance agency efficiency by 
50-60 per cent.. 

TWA monitors telephone sales 
with recording units... 


April 


LAYOUT AND EQUIPMENT 


Dow built efficiency into these 

new offices 
Urban and suburban — today’s 

office layout 

by Kenneth H. Ripnen_.......... 
The bank with glass walls... 
Independence of function — unity 

— roe GUE April 
New efficiency in an old building... May 
New office features paper work 

whey GAR ok June 


METHODS 


Cut office costs by 
procedures 
by Robert Galloway.................. 
Should accountants plan industrial 
accounting? 
by Edmond W. McNamara...... 


“auditing” 
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Follow that sales order! 


by Martin Smith... February 
Photocopying speeds production 

control 

by Helen R. Wilson. February 


Every office can have an effiective 
library 


by Arthur N. Bishop February 
We combined seven forms in one 
by John Hockman... March 


Middle digit filing simplifies sort- 
ing problem... 
Methods or medicine, ‘symptoms 
are a warning 
by Edmond W. McNamara........ April 
One simple file streamlined our 
purchasing 
by Freida Kraines... .......April 
Methods programs aren 't restricted 
to large offices 


April 


by Robert C. Weisselberg.. May 
Penny wise on forms — pound 

foolish on labor 

by John Hockman......... .... June 
Growing use of conference calls 

for group meetings reported... June 
PERSONNEL 
An “Open Sesame” for college 

graduates 

by H. M. Overley... March 
On the firing line 

by Wilbert E. Scheer. June 
Good communications vital in 

worker benefit plans, AMA 

Ea June 
SPECIAL FEATURES | 
Businessman’s lunch — deluxe 

version.. PTS 4 January 
Libraries for business 

by Andrew Duane..................... January 
Trapping “poison- — typists 

by Kim Darby.. se 
What to do?. _....... February 
Why ignore the small office? 

by R. E. Heidebrink......... March 
Key to forceful letters: emphasis 

by Louise Halstead Cronk......... June 
Every office can use a training. 

program 

by Janette Fischrupp.. June 
The sound that refreshes... June 
Do you have interview trouble? 

by Ernest W. Fair........................June 


SYSTEMS 


Methods planning — when, where, 
how (Part I) 


by Ralph W. Fairbanks....... February 
Orphan services need a home 

by Leslie Matthies... _.March 
Methods planning (Conclusion) — 

by Ralph W. Fairbanks..._... March 
How to establish a clerical work 

measurement program 

by Ralph W. Fairbanks....... May 
TRENDS 
Do your letters say 1955? 

by Donald V. Allgeier__..... March 
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A Payroll system 


The Tab Poster is a new product of 
The McBee Co., Athens, Ohio. A fea- 
ture 1s its control button for position- 
ing forms after each posting. Models 
are also offered for other types of work. 


q New copying process 

The Photoscope, developed in Great 
Britain by Gestetner, Ltd., copies orig- 
inal material onto stencils by photo- 
graphic methods, and can enlarge and 
reduce, Stencils are then used in the 
normal manner. 


q For shelf filing 


Shel-File is a unit for use with open 
shelf files. It is made in letter- and 
legal-size widths, in 18-, 24-, 30-, and 
36-in. lengths by Cel-U-Dex Corp., 1 
Main St., Brooklyn, N. Y. 


New 
for the office 


q Dictating machine 


The Stenorette is a push-button dictat- 
ing and transcribing machine using 
magnetic tape. It is made by the 
DeJur-Amsco Corp., 45-01 Northern 
Blvd., Long Island City, N. Y. Price, 
$169.50. 


q Mobile record storage 


Dolin Metal Products, 323-83 Lexing- 
ton Ave., Brooklyn, N. Y., is now 
mounting steel transfer files to roll on 
tracks. This method saves floor space 
but leaves files accessible. 


A Electric typewriter 


Underwood Corp., 1 Park Ave., New 
York, has announced its new electric 
typewriter with “Cushion Carriage,” a 
shock absorbing device to reduce shock 
and noise. It also has an electric rib- 
bon rewind device and electric mar- 
gins. 


V Desk organizer 

The Ordro desk organizer, made by P. 
S. Murphy & Co., Inc., 516 Fifth Ave., 
New York, uses gravity to keep manu- 
als, books, etc., upright and in order. 


aN GR + ONO 
4 ee 


A Change-computing unit 
The “Change-O-Matic” cash register 
provides complete transaction records, 
including amount tendered by custom- 
er and change due. It is made by the 
Clary Corp., San Gabriel, Calif. 
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V_ Incandescent luminaire 

The Paradome, a new luminaire for 
use with incandescent bulbs, is made 
by the Holophane Co., Inc., 342 Madi- 
son Ave., New York. It is a totally 
enclosed unit, providing semi-direct 
illumination. It- takes 200 or 300 watt 
incandescent lamps. 
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A Masking tape machine 

The Permacel 6 masker is a light- 
weight portable unit, made by the 
Permacel Tape Corp., U. S. Highway 
No. 1, New Brunswick, N. Y. It 
dispenses 3- or 6-in. masking paper 
with ¥, to | in. of masking tape along 
one edge. 


Vv Erasable India ink 
Artone Color Corp., 87 Broadway, Jer- 
sey City, N. J., has developed an 
opaque black India ink called E-Z- 
Rase, which is waterproof and free- 
flowing, but which can be readily 
erased with a standard pencil eraser. 


A Art projector 
J. A. Engel Inc., Phoenix Bldg., Min- 
neapolis, offers the Model 44 Art-O- 
Graph with a calibrated scaling sys- 
tem for rapid adjustment to various 
enlarging and reducing positions. The 
unit’s vertical design saves floor space. 


> “Write on it” tape 
Information written or printed on this 
self-sticking “Printed Combination La- 
belon” tape is protected by a transpar- 
ent plastic layer. It is made by Label- 
on Tape Co., Inc., 450 Atlantic Ave., 
Rochester, N. Y. 
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V Automatic calculator 

Monroe’s new No. 6N calculator is 
available in two models: No. 6N-212 
(shown here), with a 10-column key- 
board, 11 upper dials, and 21 lower 
dials; and No. 6N-162, with an 8-col- 
umn keyboard, and sets of 8 and 16 
dials. It has automatic zeroes; auto- 
matic multiplication, division, tabula- 
tion and squaring; multiplication with 
constant, etc. It is made by the Mon- 
roe Calculating Machine Co., Inc., 
Orange, N. J. 


fe 7 


Berrerrent sp 


V Whiteprinter 
The Streamliner 400 is a new product 
of Ozalid, Div. of General Aniline & 
Film Corp., Johnson City, N. Y. The 
machine makes whiteprints up to 42 
in. wide at synchronized printing and 
developing speeds up to 24 ft. a min. 
It has automatic controls, with auxili- 
ary manual controls. It is designed to 
make direct copies of drawings, rec- 
ords, forms, reports, and other docu- 
ments in a matter of seconds. 
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VY Two-headed stapler 


The Bates Mfg. Co., Orange, N. J., has 
introduced a two-headed stapler pow- 
ered by an electric motor. The unit 
makes its own staples, has a capacity of 
5,000 staples a head, at one loading. 


weerere® » 


A Numbering machine 


One of the new line of Faymus Auto- 
matic Numbering Machines marketed 
by Bankers & Merchants, Inc., 3229 N. 
Sheffield Ave., Chicago, this model has 
“instant clearing” control, using a lev- 
er, and ten kinds of automatic action. 
Other features include a removable ink 
pad holder and chrome-plated hard 
brass wheels. 
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A Rug shampoo machine 

The Kent Co., 854 Canal St., Rome, 
N. Y., offers an 11-in. offset-motor rug 
shampoo machine. It weighs 49 |bs., 
has a brush speed of 135 r.p.m. The 
\%4-h.p. motor is offset to reduce torque. 


q Ball point eraser 


This eraser has been developed as an 
aid to people who use ball point pens 
and pencils. Known as No. 38, it is 
made by the Weldon Roberts Rubber 
Co., 365 Sixth Ave., Newark, N. J. 


A New model photocopier 


The Dri-Stat combination printer and 
processor now has an improved light 
source, a new exposure-control system, 
and greater internal accessibility for 
servicing and cleaning. It is made by 
Peerless Photo Products, Inc., Shore- 
ham, LL. 4., N. Y. 


» For handling papers 


Tacky-Finger is a new product of the 
Evans Specialty Co., Inc., 1800 E. Grace 
St., Richmond, Va. It is a greaseless, 
stainless, odorless material which, when 
rubbed on the fingers, makes it easy 
to handle papers. 
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V Machine with a “memory” 


The recall key on this adding machine 
gives it a “memory” that simplifies 
multiplication, helps correct errors due 
to improper indexing. The machine 
also has automatic step-over multipli- 
cation with positive back spacer. It is 
made by R. C. Allen Business Ma- 
chines, Inc., 678 Front Ave., N. W., 
Grand Rapids, Mich. 


V Desk organizer 


Serolite Corp., 11 White St., New 
York, offers a combination desk or- 
ganizer and letter writing portfolio. It 
is designed in simulated leather, mea- 
sures 11% by 9% in., holds standard 
8% by 11 in. stationery, and has plastic 
pockets for cards, stamps, etc. 
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V Secretarial desk 


This executive secretarial desk is one 
of twenty designs in a new desk series 
offered by Knoll Associates, Inc., 575 
Madison Ave., New York. Double 
pedestal desks are available with the 
typewriter platform at either right or 
left. A special feature is the pedestal 
in the typewriter platform; it has three 
stationery trays, fifteen stationery divi- 
ders, and six envelope spaces. Desk 
surfaces, in clear maple or walnut, have 
plastic laminate protection against 
burns and stains, 


. Office in hardwood 


Burdett Green, executive vice presi- 
dent, Fine Hardwoods Association, has 
a new office with a rose-toned walnut 
desk, designed by Henry Glass, plan- 
ner of the entire office; a walnut and 
leather chair, by the W. H. Gunlocke 
Chair Co., Wayland, N. Y.; walnut 
plywood tile flooring, by Parkay; cherry 
slat blinds, by Tropicraft of California; 
and walnut plywood desk and radiator 
enclosures, by the Memphis Plywood 
Co. 
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7 Machine stand 


Shown is a feature of new typewriter 
and machine stands made by Maso 
Steel Products Co., 53 W. Jackson 
Blvd., Chicago. The full foot pedal 
has been designed for easy operation 
and to prevent scuffing of toes. The 
elevating device locks in either raised 
or lowered position. Operation is 
with a single flick of heel or toe. Stand 
has adjustable foot for uneven floors, 


A Plastic upholstery 


These sectional pieces are covered in 
Nygen Tolex, a flexible plastic devel- 
oped by the Textileather Div., The 
General Tire & Rubber Co., Toledo. 
It consists of a vinyl coating on a non- 
woven synthetic base, for balanced 
stretch in all directions. 


+ Aluminum chair 


The Cramer Posture Chair Co., 120i 
Charlotte St., Kansas City, Mo., offers 
a new line of aluminum side and arm 
chairs with “wall-saver” feature to pre- 
vent backs from rubbing on walls. 
Armless chairs can be stacked several 
high. Covers are U. S. Naugahyde. 


V Folding chair 


This tablet arm chair folds completely 
flat, the arm folding as an integral 
part of the chair. The arm itself is 
adjustable to several positions. The 
chair is made by the Clarin Mfg. Co., 
4640 W. Harrison St., Chicago, in up- 
holstered and non-upholstered models. 
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q Greeting to a new arrival 


The first air conditioner comes off the 
Mitchell Mfg. Co.’s new production 
line at 809 W. Chicago Ave., Chicago. 
Robert Lodge and E. A. Tracey watch 
as Bernard A. Mitchell cuts the ribbon. 


Vv An earful of advice 


Charles Donahue, Jr., and Douglas 

Hewsgill assemble The Gray Mfg. Co.’s 

exhibit at Toronto’s International Ex- 

position with the aid of instructions : 
recorded on a Gray Audograph dictat- 

ing machine. 


q Beyond bomb’s 
reach 


Records of $19 billion in 
New York City real estate 
will be protected when a 
microfilming and storage 
program is completed. Dr. 
Luther A. Gulick, City Ad- 
ministrator (right), begins 
the work as John K. Boe- 
ing, president of Recordak 
Corp., and Lewis Orgel, 
City Register, look on. 


- a fet 


& News 
pictorial 


c Vv Executives visit office furnishings display Vv What they used 80 years ago 

: Carson, Pirie, Scott & Co., Chicago department store, held An 1875 calculator is explained to Secretary of Commerce 

, open house recently to introduce its new office design sec- Sinclair Weeks by Fred R. Sullivan (center), president of - 
tion. Shown in the Tower Suites, Inc., display are R. M. the Monroe Calculating Machine Co., and Leoma Naugh- 
Mickelsen, Dictaphone Corp.; Paul Bischoff, Carson, Pirie, ton, of Washington, D. C., at the opening of a display 
Scott; F. U. Powers, Powers Bros. Hotel Co.; J. V. McGinn, of calculating machines at the Commerce Building, 
IBM; and Victor Mattison, Illinois Bell Telephone Co. Washington. = 
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Automation— 


(From page 33) 


visible code placed on paper checks at 
the time they are printed. The code 
identifies the depositer and the bank 
on which the check is drawn. 


Devices which can read the invisi- 
ble code will make it possible for 
banks to sort checks by customer and 
for distribution to other banks auto- 
matically. 


It is anticipated also that it will be 
possible to code the amount on the 
checks as an automatic by-product of 
proving operations in the bank. With 
this technique, amounts will be read 
automatically, permitting an even 
higher degree of automation. 

The system will be field tested 
within the next six months, according 
to the three organizations which de- 
veloped it. It is anticipated that the 
first installations will cover special 
checking accounts. 

In their joint statement announcing 
the new system, officers of the three 
companies pointed out that more than 
eight billion checks are drawn annu- 
ally on commercial banks and govern- 
ment agencies, and that this figure 


represents a doubling of volume since 
1939. 


Posting machines, punches coupled 


A new attachment that couples ac- 
counting machines directly to card 
punches has been developed by 
Systematics, Inc., Hermosa Beach, Cal. 
The manufacturer states that the new 
attachment eliminates key punching 
and verification of cards, and assures 
tabulation data identical with posted 
records. Cards or tape are automatic- 
ally produced while the operator is 
posting records. 

Information punched may be either 
numbers entered on the posting ma- 
chine’s numeric keyboard or totals from 
any of the machine’s internal registers. 
Programs can be established so that 
only desired information is transferred 
to cards or tape. When directly 
hooked to a card punch, the punch 
can automatically duplicate certain 
fields from one card to the next. 

When the punch is turned off, the 
posting machine operates in a normal 
manner, and its operations are not af- 
fected in any way by the presence of 
the Intercoupler. 
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NOMA— 
(From page 21) 


Describing a combined Business 
School-Computation Laboratory _ re- 
search project carried on at Harvard, 
Mr. Wallace said that the study in- 
cluded a survey of current or proposed 
business applications of electronic data 
processing equipment. 

“In the equipment study perhaps the 
thing that startled us most is that most 
non-technical people do not really un- 


derstand the factors which differentiate 
electronic, or electro-mechanical, equip- 
ment from the more conventional types 
of office machinery,” he said. “For this 
reason, these people fail to comprehend 
some of the more important factors re- 
lating to its use in business.” 

Electronic equipment is actually 
nothing more than a fast, fully integ- 
rated calculating system, he said. Its 
only ability to furnish new information 
lies in its speed. 

Improvements in sales forecasting, 
production scheduling, line balancing, 
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POSITIVE 


RIGIDITY 


... recommended 


for all office 


machines... 


ESSENTIAL 
for 
electronic 


machines! 


WEW LEAF LOCK 
CANNOT RELEASE 
ACCIDENTALLY 


modern office. 


OFFICE MACHINE TABLE-STANDS 


Engineered to the rigid requirements of today's 
complex office machines, these new Guardian 
table stands by Cramer of Kansas City safe- 
guard your investment in costly machines by 
holding them rigidly in place for accurate and 
trouble-free operation. Famous Cramer anchor- 
cups on each leg grip floor securely, and a 
handy lever releases the silent retractable 
casters for easy rolling of stand and machine 
when desired. Quality-constructed of square- 
tube steel with smooth tops of %” plywood 

designed to complement the decor of the 
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Pink Proal 
Just one out of 
more than 3,000 


EBERWARD FABER 


products people 
rely on! — 


Pink Pearl is only one of 
many reasons more people 
buy Eberhard Faber erasers 
than any others made. 
America’s most famous 
pencil eraser—it’s a soft, 
pliable pencil eraser of 
obvious quality. Now 
available in new paper- 
wrapped stick shape as well 
as in standard shape. Pink 
Pearl erases completely and 
cleans as it erases. Won’t 
smudge or damage paper. 
The eraser for every 

office, school, studio and 


home desk. 
Trademarks Reg. U.S. Pat. Off. 


Since 1849 


ED ERHARD 
FADER we” 


in writing 
NEW YORK +» TORONTO 


are possible only through an extension 
of algebraic and statistical techniques 
to business problems, he stated, and 
this is a slow process, requiring special- 
ly trained personnel, and a great deal 
of time on each area covered. 

“For most companies which do not 
possess these special skills, the equip- 
ment presently offers potential clerical 


You get sharper, 
faster copies from 


your DIRECT PRINT 
COPY MACHINE 


savings and the ability to produce the | 


more standard types of reports in less 
time,” he declared. “It will not tell you 


when the MASTER SHEET is 


what reports are needed by your man- | 


agement to deal successfully with the 
problems that must be faced. This you 
must do yourself by actually analyzing 
needs in cooperation with those who 
must deal with the problem.” 


Banquet held Tuesday 


The annual NOMA banquet was 
held on Tuesday evening, at which 
time the Presidential Key and Scroll 
were presented to the retiring presi- 
dent, R. G. Sinn. 
also the scene of the presentation of 


the Leffingwell Medal, given each year | 
o “that office executive who has made | 
outstanding technical contributions in | 
the field of office management.” Re- | 
cipient of this year’s award was S. A. | 
Reieseman, of the Security Life and | 


Accident Co., Denver Col. 
banquet was followed by dancing. 


The two speakers at the final morn- 


ing session of the conference, on | 


Wednesday, May 25, covered two dif- | 


ferent types of incentive plans for cler- 


ical employees. The first speaker, Hor- | 
ace Seeley, replaced Robert L. Peterson, | 


of the University of Ilinois, who was 
unable to be present. Discussing “Fi- 
nancial Incentives,” Mr. Seely said that 


practically every company that has in- | 
stalled a sound program of financial | 


incentives has found that the plan 


quickly achieves production increases | 


of 50 to 60 per cent. 
“This increase is not achieved by 


requiring personnel to work harder and | 
he explained. “It is achieved | 


longer,” 


The banquet was | 


The annual 


Patapar® 
Translucent 


Here’s news: a special type of Patapar 
Vegetable Parchment scientifically de- 
veloped for direct print master sheets. 
Exceptionally clean, even texture and 
correct translucency permits intense 
vertical transmission of ultra violet 
light. The result is speedier operation, 
uniformly clear copies . 
glowing satisfaction. 
Patapar Translucent Parchment 
has a perfect surface for printing 
with opaque or regular inks. And 
you'll like the way it takes typewrit- 
ten copy, pen and pencil entries, 
artists’ sketches or drawings. 


. and your 


Cost? Patapar Translucent 
Parchment doesn’t cost 


—it pays! 


Write for brochure of samples. Name 
of nearest distributor on request. 


rather by giving employees a chance to | 
earn extra dollars by utilizing their | 


time on the job most productively.” 
Mr. Seeley characterized a finan- 
cial incentive plan as 
which there is a direct relationship be- 
tween the amount of work which an 


employee produces and the amount of 


money which he earns.” 
There are a variety of financial in- 


centive plans available, he said, but | 
some plan of work measurement, is, of | 
course, basic to all of them. Equally | 


“any plan in | 


"Paterson Parchment Paper onend 


Bristol, Pennsylvania 


7 West Coast Plant: 

: $40 Bryant St., San Francisco 7 
Sales Offices: New York, Chicago 

| Headquarters for Vegetable Parchment since es 
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basic is the standard or quota system. 
“We must determine how many units 
of work represent standard performance 
—that level of production which rep- 
resents a competent, though not a su- 
perior rate,” he declared. “Under most 
incentive plans, employees are paid a 
fixed rate for production up to and 
including the standard that has been 
set. They are then paid additional 
compensation for any units produced 
beyond this figure. Standards are most 
accurately set through time studies. 
However, some firms have had success 
with standards which have been based 
upon previous production records of 
the group, use of subjective judgment, 
or use of standard time data.” 
Discussing “Psychological Incen- 
tives,” W. Davis Reid, of the Institute 
of Supervisory and Personnel Develop- 
ment, Toronto, said that studies in in- 
dustrial psychology have revealed a 
number of reasons for people to work 
other than financial necessity. 


Incentives vary with people 


“No one will act without incentives 
—but these differ for different people,” 
he pointed out. “Financial incentives 
are paramount for some, competitive 
for others, pride in their work is an in- 
centive for still others.” 


He said appreciation of an em- 
ployee’s work can give that employee 
a strong incentive to improve his work 
constantly, but he warned the audience 
against what he termed the “sandwich” 
technique of stimulating employees to 
better work—a “kick, followed by a 
pat on the back, followed by a kick.” 

“Appreciation strikes at the very core 
of the human heart,” he declared. “It 
can lift human beings from the slough 
of despair to the heights.” 


He advised that the best way to give 
workers psychological incentives to im- 
prove performance lay in giving each 
of them credit when he does a good 
job, keeping each constantly informed 
on how he is progressing in the com- 
pany, and treating each as an indi- 
vidual. 

Following the Wednesday morning 
session, the concluding ceremony of 
the conference, the annual luncheon, 
was held. 

NOMA’s Fellowship Award, given 
in previous years at the annual banquet, 
was presented this year at the Chapter 
Presidents’ Dinner on Sunday preced- 
ing the official opening of the confer- 
ence sessions. The award, given annu- 
ally, to honor “an outstanding individ- 
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efficiency goes up... 
costs come down! 


POSTING IS DONE ONLY 
ONCE EACH MONTH. 


EASY TO POST—AND 
EASY TO PROVE 


EVERY CHARGE VERIFIED 
BY WRITTEN RECORD. 


COMPLETE ACCOUNT 
RECORDS IN ONE PLACE. 


CAN PROVIDE DUPLICATE 
COPIES FOR SECURITY. 


BETTER BUSINESS RELATIONS 


the plan mbes it practical... 
LoFebure equipment makes it, profitable 


Please send complete 
information on SHORT CUT BOOKKEEPING 
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HOW A NOTED TRAILER COMPANY 
CUT INVENTORY-REPORT PREPARATION TIME 50% 


The problem of Fruehauf Trailer 
Company branches was to deter- 
mine quickly, by model, the loca- 
tion of used trailers in each of 71 
branches so that requests for mod- 
els unavailable in one branch could 
be filled from another. 

To solve the problem, inventory 
information is typed by each 
branch on forms pre-printed on 
Colitho Offset Duplicating Paper 
Plates and sent to the home office, 
where all plates are duplicated. 
The 71 parts are collated and 
bound into books—one for each 
branch. 

Not only are long hours of copy- 
ing and proof-reading of individual 


(litho 


Colitho Division, 


COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 


577 Herb Hill Road, Glen Cove, N. Y. 
Okay, rush the Colitho Idea File. 


\ vag 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


y 
y 
‘Ay 


, ALANA 


\ 


reports saved, but also all chances 
of transcription errors are elim- 
inated. Uniform, original-looking 
copies — in perfect registration and 
in any amount desired—are 
obtained at a saving in production 
time of 50%. 

This case history demonstrates 
the economy and efficiency that 
countless businesses now enjoy 
through the use of Colitho Plates. 
We have a collection of these fac- 
tual stories which you will find 
packed with valuable ideas. Just 
use the coupon and you'll receive 
your copy of the Colitho Idea File 
promptly. 


eee 2 ee 
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ual who has advanced through the 
work of the office to a position of top 
management responsibility” was pre- 
sented this year to John Crawford, of 
the Sun Life Assurance Company of 
Canada, Montreal. 


Also presented at the Chapter Presi- 
dents’ Dinner was the “Business Teach- 
er of the Year” award, given this year 
to Miss Marie E. Reynolds, of Johnson 
City, N. Y. 

The Geyer Award, given each year 
by the publishers of Office Manage- 
ment magazine to the NOMA chapter 
which establishes the highest percent- 
age increase in membership, was ex- 
plained by D. F. Carrell, of the Bell 
Telephone Company of Pennsylvania, 
since the award cannot be made until 
later in the year, when chapter mem- 
bership figures are compiled. 


The equipment exposition was held 
concurrently with the conference, and 
for one additional day, May 26, follow- 
ing the close of conference sessions. 


Function— 
(From page 30) 


tem whereby capsuled data on each 
account are available from punched 
cards (processed in the company’s own 
extensive I, B. M. room). On these 
customer’s cards, as they are called, 
there are entered the date of purchase, 
name of purchaser, grade, shape, net 
tons and selling value of steel pur- 
chased, ‘history of that company’s pur- 
chases with the steel company, history 
of payments, etc. 

In the central filing system, which 
cuts directly across the building, and 
is available to all departments on its 
four sides, are kept on active file the 
complete billing records for every 
transaction conducted by the company 
and its subsidiaries in the past two and 
one-half years. 

In organizing and equipping this 
department, the steel company and the 
equipment company’s planning service 
organized a system whereby individual 
shipping manifests, master copies of all 
documents, and complete individual 
customer files would be available 
through a central clearing desk placed 
at the head of the file room. The pro- 
cedure operates as follows: 

Requests for documents in the file 
are made to the head file clerk, who 
also controls communications for the 
department. Once cleared, the request 
is transmitted over an intercom to the 


OFFICE MANAGEMENT 


; (ae 
: er 
% 
ae 
- ig Ie gst & a, ~. 
; . ae“ al “ -, 
a a WH so ets a 
aden (ce an ne 
sapere (la = eee a oh? . an ae" 
ae I gg 
Mea ae en tn Oe i 
oo I ee ON as ‘ > 
Ret. \\ we a - ‘ — 
ead ae “ et wy, _ 
a 4! oes - 
\Sa , ee 
~ a N q ’ = i c i 2% 
; . “a et re AGS — 2 EF f} 
\ * ae ah a a} k So ge ; 
\ ee ice ) : tt ge . 
: y , = ee hic. a | i i <a... 3 * 
A as re os a i an Ds ae 
Ss f ES 4) ait i. 
Tee, coe | 5 ‘ rad ™ 
~ ty €: . Des en £ <e _— ee se - 
aes ncaa . Jie tae” Sd ~ ei 
: + a . Tris a 4 %. Par. - : a as 4 Pe ? Sis “a 
— Ow ee Cf ah 
ta i. ae _ m : mS ( 
fi a5... an Tage © ie ‘ “ihe i 
s , a —_— a! ’ a ough ae: a 
; Z —- — ne “a ay Bet es ee i 
- 
fo Se: 
va oe 
e Pe 
Co amma 
Bi’! ae 
es 
ih, 2 # 
ogi 
Ser 
- We . 
2 =¥. ; 
3 ‘1. ® 
Pat 4" —_ Z 
oh a 47, 
ey lj 
ot a <<) 
Bae} | ee 
pe 
‘- Pe | 
| — | 
é ; | Company | 
ta Add 
ete N 3 | | ’ 
. ee  e__ 
ae: Ge ee ee ee as 
44 FY ee 
i - ate A br 
. Al Ya = 
Pe 4 


ACE PILOT 


THE ONE 
TOP QUALITY 


LINE! 


You do much more than buy good mechanical devices 
when you choose ACE Stapling Equipment! What 
you really do is acquire flawless fastening service for a 
lifetime! * Yes, you'll be happier with ACE Stapling 
Equipment. For ACE gives you a degree of stapling 
service, satisfaction and long life far beyond your 
expectations. 


ACELINER 


oe : PLE REMOVER a — You'll fasten and unfasten papers, cardboards, bags, 


envelopes and similar objects more quickly and effi- 
ciently with any one of the famous ACE Staplers 
and the ACE Staple Remover. Ask your dealer to 
demonstrate ACE Stapling Equipment . . the ONE 
complete, Top Quality Line! 


SOLD THROUGH DEALERS EXCLUSIVELY 


AGEN 


) Stalins Machines for Eve Purse and Ps 
ACE FASTENER CORPORATION, 3415 NORTH ASHLAND AVENUE, CHICAGO 13 
CANADA: ACE FASTENER (CANADA) LTD. 6705 UPPER LACHINE ROAD, MONTREAL 28 © 770 DU PONT ST, TORONTO 4 
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This sturdy, attractive new section- 
al organizer by Sengbusch improves 
desk-top efficiency. Finished in 
smart gray or green baked enamel, 
the strong, all-steel Adapto-Rack 
adds business-like good looks to any 
office. 

Here are more reasons why the 
new Adapto-Rack is the most want- 
ed desk organizer available today! 

se Rugged, all-steel base will take 

years of hard use. 


*» Wire separators of 9 gauge steel 
easily and quickly inserted or re- 
ome for complete flexibility. 

ight compartments provided; 
oles in base for additional sep- 
poe. if needed. 

fe Clear acetate-covered label hold- 
er with white stripping for fast 
identification of file contents. 

‘: Twoend wire separators attached 
to base and furnished with 
large, threaded rubber 
pads to prevent sliding 
and marring of desk. 
Adapto-Rack may be lifted 
by these end wires. 


See the complete line of 
Sengbusch “Office Essentials of 
Distinction’"’ — known the world 

over for quality — at your favorite 
Stationery or Office Supply House. 


30-DAY FREE TRIAL COUPON 


SELF-CLOSING INKSTANDS « 
KLERADESK + IDEAL SANITARY MOISTENER + 
CATA-RACK + 


175 SENGBUSCH BUILDING *¢ 


SENGBUSCH 
175 Sengbusch BI 


dg., Milwaukee 3, Wi 


Send us one Adapto-Rack on 30 days FREE 
TRIAL. We will either return after trial 
period or send remittance of $5.95. 


City... 


FB nc nttcctinans 


OTHER FAMOUS SENGBUSCH 
Office Essentials of Distinction 
SANITOUCH MOISTENER * HANDI-PEN DESK SETS 


NO-OVER-FLO SPONGE CUP 
FILE-A-SIST + “BUILD-UP” DESK TRAY + ALL RUBBER STAMPS 


* SELF-CLOSING 
INK STAND CO. 
MILWAUKEE 3, WISCONSIN 
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filing section clerks located in the mid- 
dle of the department. These clerks 
collate the desired material at their 
own desk, then bring the completed 
file to the head desk. 

To house this integrated filing opera- 
tion, and provide the kind of efficient 
working conditions required, 324 five- 
drawer and three-drawer speed files 
were installed in parallel banks ex- 
tending the width of the building. To 
conserve space, the three-drawer files 
are placed directly over the five-drawer 
files, and are accessible by means of 
mobile steel platform ladders located 
throughout the department. 

Perhaps the most outstanding fea- 
ture of this remarkable self-contained 
accounting department is the way each 
division, in its layout and equipment, 
has been made to follow naturally the 
outlines of the function performed 
there. Many of the arrangements are 
unorthodox by conventional standards 
—the filing department, for example, 
separates its clerical workers into three 
parts—but in each case the end result 
achieved has been smoother operation 
and a morale-lifting atmosphere for 
employees. 

From the moment one passes the at- 
tractive reception room until reaching 
the desired department, one need only 
pass through one straight corridor to 
the door of one’s destination. Careful 
planning beforehand that, according to 
company spokesmen, has been fluid to 
accommodate expansions for the next 
25 years, has resulted in making this 
one-story, former silk factory into a 
model of order, brightness and inte- 
grated operations of which the com- 
pany is justifiably proud. 


Mechanization— 
(From page 34) 


ate key. For instance, an amount for 
Boys’ Shoes would be entered on the 
left side of the adding keyboard and 
the S-10/F-50 key touched. 

3. Tax, C.O.D, fee, alterations, etc., 
if any, are entered through their re- 
spective keys. 

This is done with each sales slip. 
It takes a long time to describe, but 
the actual operation is almost as fast 
as running an adding machine. When 
the girl comes to the end of that par- 
ticular salesman’s slips, she touches 
a button and allows the machine to 
print that salesman’s charge total for 
the day on a slip like that shown in 
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Figure 3. The slip is coded by ma- 
chine with the salesman’s number. 

After all salesmen’s slips have been 
completed in this manner, the machine 
yields the totals, by department, for 
all charge sales in the entire store. 
These totals are printed on slips like 
those shown in Figure 4, and are at 
the same time coded by department 
numbes 


A similar “run” is made for cash 
sales, charge credits, and cash refunds. 
We get the breakdown by salesman 
and by department for all of these 
factors. 

Addition on sales slips is auto- 
matically proved as a by-product of 
this analysis operation, Remember 
that the operator’s first step, with each 
sales slip, is to enter the total amount 
in the Proof Key. She then distri- 
butes individual amounts on the slip 
to the proper totals. 

As this distribution takes place, all 
amounts add into a proving total 
(besides adding to whatever distribu- 
tion key was touched.) From time to 
time, the operator touches a button 
on the machine and makes sure that 
the proving total is at all times in 
balance with a sub-total of the Proof 
Key. If there is any difference, the 
error is traced, found and corrected 
immediately. 


Posting totals to date 


After the sales audit and analysis 
job is done, it will be recalled that we 
have a slip for each salesman (Figure 
3) showing his daily totals for charge, 
cash, cash refunds and charge credits; 
and a slip for each department (Fig- 
ure 4) showing similar information. 

These slips are posted to Depart- 
mental Sales and Salesmen’s Sales rec- 
ords (right side of Figures 3 and 4), 
on a National “Class 31” bookkeeping 
machine. The machine automatically 
computes and prints totals for gross 
sales, credits, net sales; month-to-date 
figures for credits and net sales; and 
year-to-date figures for net sales. 

The “Class 31” machine is not, of 
course, used exclusively for this pur- 
pose. Payroll, inventory analysis, both 
merchandise and expense accounts pay- 
able, departmental journal and other 
miscellaneous jobs are done on this 
machine. The posting of daily sales 
figures is just an “extra.” 

The overall net total of charges must 
tie in with the daily total developed 
by the Cycle Billing Department from 


(To page 72) 
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more time-saving, work-saving features 


than any other 10-key machine 


SOMPTOGRAPH © 


The All-New, All-Electric Calculating-Adding Machine 


figures faster than you think. Unusuatty quiet in 
operation, yet fully one-third faster than most 10-key ma- 
chines. You get clear, accurate answers to every business 
problem involving addition, subtraction, multiplication and 
even division. Get a demonstration on your own figure 
work—simply mail the coupon below. 


= ee j 


SUPER-FAST—Operates at startling Kou 5 Sosenens, “_)] 
speed of 202 printings per minute— 
figures faster than you think. a 


VISI-BALANCE WINDOW — Automat- 
ically registers and continually 
shows true debit or credit balance 
at all times. 


UNUSUALLY QUIET—Rotary action, 
combined with exclusive Segment 
printing, eliminates annoying clatter 
usually found in ordinary machines. 


COMPACT KEYBOARD — Scientifically 
grouped to minimize lateral move- Cy 2 © 
ments of fingers. It eliminates lost 

motion of arm and hand. ERASE TAB-BACKSPACER—A touch 


: ; of the tab wipes out unintentional 
TWO-COLOR PRINTING—Comptograph M4 . = mistakes. Saves correcting of 


automatically prints all debits in Bat a printed tape; permits division by 
black, all credits in red. a.” ae * subtraction method. 


FELT & TARRANT mawnuracturinc company 
1742 N. Paulina St., Chicago 22, III. 
Gentlemen: Without cost or obligation— 


C) | want more information about the new COMPTOGRAPH “202” 
C) Please arrange an office demonstration 
C) Please arrange for a free office trial 


Name 

Company _ 

Address__ 

TE eoetenidiieady = = 
Other products of Felt & Tarrant Mfg. Co.: the COMPTOMETER® DICTATION MACHINE and the COMPTOMETER® 
ADDING-CALCULATING MACHINE. Offices in principal cities and throughout the world. 
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Inaide Tip on why secretaries 


“The Silver Tip keeps my fingers clean and saves time 


There's nothing that irritates secretaries more than in changing ribbons’ 
fingers smudged with ink from changing ribbons. ging 


And when secretaries are unhappy, production 
slows down. 


BSF AG 
a Ie 


Carter’s exclusive Silver Tip Clean End keeps 
fingers clean when ribbons are changed. It also 
eliminates “washing up” time, and prevents smudgy. 
fingerprints on clothing and papers. 


The famous Silver Tip is just one 
of the reasons for using Carter’s 
aes Typewriter Ribbons. The others are 
. more uniform ribbon inking, finer 
quality ribbon fabric, longer wear 
and sharper impressions all along 

the way. 


You'll find a Carter Typewriter 
Ribbon for every make machine 
and every taste. You have a choice 
of single and bi-color ribbons in 
Cotton, Silk and Super Nylon. 


Switch to Carter’s today, then 

notice the improvement in your cor- 

pes respondence, and the contentment 
x : of your secretarial staff. 


THE SILVER TIP 


: ... the secret 
ite of smudge-free fingers 
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like to ure CARTER S ribbons 


The only quality line of ribbons 
with the “clean end” Silver Tip 


You've purchased enough office supplies to know 
that the lowest priced item is not always the 
best buy. 


That holds true in typewriter ribbons, too. A high 
grade, uniformly inked typewriter ribbon, like 
any of these Carter brands, stands up long after 
so-called “economy” ribbons are dry, shredded 
and useless. 


And, for letters with that sharp, brilliant executive 
look, for longer wear, for clean easy ribbon 
changing . .. ask for Carter's Typewriter Ribbons 
with the Exclusive Silver Tip. 


Be Smarler...Buy Carters 


typewriter ribbons! 


Call y your pee Piethinee or Office Outfitter 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 
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A Monthly Feature 


Tools of the Offi 

i Addressing and Mailroom Equipment 

er by Robert Beeman 

: 

> 

rt Modern addressing equipment uses a variety of principles. prints from plates. At left and center are two large models: 
iN At top right are two small machines, the upper one by Heyer, one, by Scriptomatic, is of the spirit type; the other, by 
aden: the other by Master Addresser, which use spirit duplication Addressograph, transfers printed names and addresses 
ps methods. Below these is a new Addressograph unit which from punched cards by the facsimile method. 


LIKE OTHER departments in the 
modern office, the mailroom is a bene- 
ficiary of modern technological prog- 
ress. It too profits from the develop- 
ment of machines to simplify and ease 
human labor. Unlike bookkeeping, ac- 
counting, and other data handling de- 
JS. 0am BY a ol partments, however, the mailroom is 
see S less affected by the current excitement 
about automation in the office than 
are other areas. Essentially this follows 
from the fact that while accounting 
and other departments deal with the 
handling of data and ideas—which are 
essentially abstract—the mailroom is 
concerned with physical things. 

A payroll record can be converted 
into holes on punched paper tape or 
punched cards, or into electrical spots 
on a magnetic tape or drum, without 


Typical of equipment for processing mail are these models: Upper left, a altering the nature of the record. But 


new Lansdale folding machine. Upper right, a new inserting machine by : n- 
Cummington, Below, a large multi-purpose model by Inserting & Mailing se! letter =f aR ® oe a Of tay — 
Machine, which inserts up to four enclosures, prints postage, and stacks the tinues to be a package, as tar as the 
finished mail in a coordinated operation. mailroom is concerned. 
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Each mail item must be treated as 
a physical unit. If it is a piece of in- 
coming mail it must be opened, sorted, 
and distributed. If it is an item to be 
sent out, it usually must be folded, and 
generally will have to be inserted into 
an envelope, wrapper, or packing, pro- 
vided with proper address and postage, 
sorted, and sent to the post office. 
Other physical operations also are fre- 
quently involved. 

Because mail must be handled phys- 
ically, most mailroom equipment is de- 
signed to speed up or simplify the 
physical processes of opening, sealing, 
marking, sorting, or transporting it. 
Nevertheless, the advent of office au- 
tomation is having certain effects in 
the handling of mail. 

The most obvious examples are in 
addressing. It is true that addressing, 
in all its phases, is not strictly a proc- 
ess for the mailroom, but it does affect 
its Operations. 

The addressing of magazines can 
now be tied in (or integrated, which is 
the more fashionable word) with the 
bookkeeping required in connection 
with subscription records, billing, etc. 
It has long been possible to maintain 
such records on punched cards, but 
that has heretofore been a more or less 
independent operation. But with mod- 
ern equipment, the same punched 
cards can be used actually to address 
the magazines. 

This can be done by feeding the 
cards into an electronic printer. The 
cards used are standard punched cards 
on which the subscriber’s name and ad- 
dress have been printed. In the printer, 
this information is scanned electronic- 
ally and is transferred, by the facsimile 
process, to provide the printed address 
for placement on the magazines. 

Here, then, is another application of 
that much-publicized principle, inte- 
grated data processing, by which the 
creation of one business record can 
automatically create, or at least assist 
in the creation of, another record with 
a minimum of human intervention. 

Another example is the use of spirit 
duplication methods to produce ship- 
ping tags and labels as a by-product of 


Next Month 
Dictating and 
Transcribing 
Equipment 
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accounting operations. Thus, an origi- 
nal master can be typed, containing the 
name and address of a company order- 
ing materials, the shipping address, a 
description of materials purchased, and 
other information. This master can be 
used to transfer part or all of this in- 
formation to a variety of different rec- 
ords, including duplicate shipping and 
production copies, delivery copies, or- 
der picking copies, duplicate billing, 
ledger, and collection copies, unit analy- 
sis slips, etc. 

Of significance in the mail handling 
process, however, is that the necessary 
shipping tags and labels can be turned 
out as part of the same procedure. 
These tags need show only the relevant 
information, yet they are produced 
more or less automatically. In other 
words, the addressing function has 
again been incorporated in bookkeep- 
ing functions that are basically quite 
different from the handling of letters 
and packages. 

Other simplifications of procedures 
have also become familiar. In many 
cases, as in public utilities, bills have 
taken the form of punched cards which 
can be mailed out like post cards. 
Such a procedure, of course, eliminates 
inserting mail into envelopes, and if a 
company has not been using window 
envelopes, it also eliminates an ad- 
dressing operation. 

The window envelope itself, al- 
though it has long been used, offers 
more possibilities than are generally 
taken advatage of. There is reluc- 
tance to employ it for individual letters, 
probably because the public is not ac- 
customed to the idea. Nevertheless, it 
is being used by companies here and 
there for all types of standard mail. 
Two advantages are obvious: it elimi- 
nates addressing the envelope, and it 
obviates getting a letter in the wrong 
envelope. 

Because of the great interest in inte- 
grating and mechanizing office func- 
tions, it may be assumed that the mail- 
room will find its operations growing 
more and more streamlined as manu- 
facturers and systems men develop new 
procedures and equipment. But quite 
apart from those machines and pro- 
cedures which involve the integration 
of mailroom functions with other com- 
pany operations, the mailroom has its 
own set of special equipment for speed- 
ing and simplifying mail handling. 
While this type of equipment is in 
wide use and is familiar, it will be 
briefly reviewed here as an introduc- 


Collating equipment of various types 
is shown here. From top to bottom: 
models by Cummington, Thomas, Re- 
production Products, and Macey. 
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Mail opening equipment may be hand- 
operated or electrically powered. Typi- 
eal are models by Wilson Jones 
(above) and Pitney-Bowes (below). 


tion to the manufacturers’ list which 
follows, 

Addressing equipment, in addition 
to that used in the instances referred 
to above, includes equipment of the 
plate type and other units that employ 
spirit masters. Plates have customarily 
been prepared by manually operated 
graphotype. New equipment in this 
field includes a graphotype which can 
be actuated by a five-channel punched 
paper tape, which again permits a tie- 
in with integrated data processing sys- 
tems. Plates can be used many thou- 
sands of times. 


The actual equipment which uses 
the plates for printing varies enormous- 
ly in size, capacity, and features. The 
smallest models are hand operated, and 
the largest have such features as auto- 
matic feeds, perforating devices, the 
ability to print forms, dates, numbers, 
signs, etc., and the capacity to make a 
selection of addresses from a larger run 
of plates. 

Equipment operating on the spirit 
principle may use long fanfold4ype 
masters, rolls or tapes, etc. Such mas- 
ters are generally prepared by typing, 
and may give from 50 to 100 impres- 
sions, sometimes more. The equipment 
ranges from elaborate models with 
complete power operation and special 
features to simple hand-operated de- 
vices small enough to be carried easily. 

One of the newest developments in 
this field is a “transfer” principle using 
a special carbon which can be used to 
make two or three impressions from 
each address. It somewhat resembles 
the spirit duplicating method in that 
the carbon deposits are carried on the 
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reverse of the master so that the ad- 
dresses are printed directly from that 
master. The master can be prepared 
from punched card inputs or directly, 
using a typewriter or other printing 
machine or instrument. This transfer 
principle is being used in addressing 
equipment performing a number of 
different functions. 

Another type of equipment employs 
address stencils, and a modification, 
used for addressing packages, is the 
hand-stamp type of stencil duplicator. 

Mail opening equipment varies also 
in size from small, manually operated 
models to automatic units which han- 
dle large volumes of mail. 

Equipment for the handling of out- 
going mail is still more diverse. Such 
operations as folding, inserting, sealing, 
applying postage, and recording post- 
age expenditures can be performed 
separately or in various combinations. 

Folding equipment itself is available 
in a variety of sizes. The simplest 
folds, of course, are parallel, and can 
be made by the simplest machines, 
with a number of fold combinations 
possible. More complicated equipment 
is required to make right-angle folds; 
in some cases the letter moves off at 
right angles after parallel folds are 
made, in order to receive the right- 
angle fold; in other cases, the letter is 
itself turned, after the parallel folds 
are made, before continuing through 
the machine. 

Inserting equipment ranges from 
simple devices for inserting a letter 
into its envelope to complicated units 
that gather a number of enclosures, 
insert them, seal the envelope, print 
postage and other information, and 
stack the finished mail. 

The application of postage can be 
made by using a small unit that actu- 
ally affixes standard postage stamps. 
Such devices, of course, are for small 
operations. In most mailrooms of any 
size, postage metering machines, which 
print the desired amount of postage 
directly on a letter, or on a strip for 
affixing to a package, are standard 
equipment. They print both postage 
and a dated postmark, and usually per- 
form other functions simultaneously. 
For example, such a unit can print a 
postmark advertisement, it will usually 
moisten and seal the envelope, and may 
have accessories to perform the com- 
plete mailing operation from inserting 
mail and enclosures in envelopes to the 
stacking of mail for removal to the 
post office. 
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Postage metering equipment, of 
course, is subject to strict Govern- 
mental regulations. Postage is paid for 
before it is used, and a careful record 
of expenditures is kept mechanically, 
under lock, within the machine’s 
metering unit. Since the metering unit 
is set at the post office when the post- 
age is purchased, it is made so that it 
can be detached from the machine and 
carried. 


Desired amounts of postage are set 
on the machine; as each amount is 
printed it is subtracted automatically 
from the total of prepaid postage set 
on the meter. 

Postage metering machines generally 
seal the envelope as part of their opera- 
tion. As indicated above, they may 
also be incorporated as an integral part 
of a large unit performing a variety of 
other mailing functions. 

Other equipment used in mailrooms 
includes sorting devices, which can 
range from small desktop units with 
fingers for separating the categories to 
be sorted, through large floor models 


ra 
Postage metering machines print post- 
age and other postal information either 
directly on envelopes or on tapes for 
affixing to packages. These models 
are by Pitney-Bowes (top) and Na- 
tional Cash Register (bottom). 
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Tools of the Office 


of the same general type, to bins and 
racks; postal scales, in any of numerous 
designs, capacities, and rate scales (ac- 
curacy of scales is important to pre- 
vent overpayment of postage, or in- 
convenient “postage dues” in cases of 
underpayment); tables, desks, and 
other furniture; and collating equip- 
ment. Collators, for assembling sets of 
papers, can be quite elaborate, with 
various types of feeding devices (fric- 
tion or suction), various numbers of 
stations (governing the number of dif- 
ferent pages which can be assembled in 
one set), stacking units, and safety de- 
vices to prevent double loading or 
skipping of pages. Time stamps, tape 
dispensers, and other items may also be 
included in the category of mailroom 
devices. 

The list which follows does not in- 
clude every item which could con- 
ceivably be used in the mailroom since 
such a list would be inconveniently 
long. It does, however, cover the major 
categories of addressing and mailing 
equipment. 


Addressing Equipment 

A. M. F. Systems, Inc., 3026 Franklin 
Blvd., Chicago. 

Addressograph-M ultigraph Corp., 
1200 Babbitt Rd., Cleveland. An ex- 
tensive line of addressing equipment, 
including units printing from plates 
and others which reproduce addresses 
and other information by the facsimile 
method. Plate units range from small 
hand models to elaborate machines 
used in accounting operations, capable 
of printing a variety of information as 
required, and available with numerous 
accessories and special features, such as 
perforating, both horizontal and verti- 
cal. Electronic printers use punched 
cards instead of metal plates. Also a 
line of graphotypes for preparing ad- 
dress plates, including models actuated 
by punched paper tape. The company 
has just introduced a new type of ad- 
dressing machine using a transfer prin- 
ciple based on a special carbon which 
can make two or three impressions of 
each address. 

Alden Systems Co., Alden Research 
Center, Westboro, Mass. 

Business Systems, Inc., 310-316 N. 
11th St., Philadelphia. 

Dashew Business Machines, Inc., 
5886 Smiley Drive, Culver City, Calif. 
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What a relief! 


...to get rid of 
folding by hand! 


The girls in your office will 
be mighty glad when you get 
an FH! You'll be pleased with 
the time and drudgery it saves! 


This handy office folding machine 
is little larger than a typewriter, 
and costs less! Electrically driven, 
it is fast, accurate, and can be used 
by anybody. You set it in only a few 
seconds. Just move two knobs 
to adjust for the desired folds— 
as easy as tuning ina TV! 

The FH with semi-automatic 
feed can double-fold up to 5,000 
sheets per hour (automatic feed 


optional at slight extra cost). It 4 cs hs 


8 standard folds, in sheets of various 
weights and finishes, from 3 x 3 up to 8% 
x 14 inches. It can even fold sheets that 
are stapled together. 

Precision built, light and portable, 
the FH can be moved easily, and used in 
several departments. It soon pays for 
itself in even a small office. 

Call the nearest Pitney-Bowes office 
for a demonstration. Or send the coupon 
for free illustrated booklet. 


™“. 
Move the indicator knobs to the fold widths 


wanted...and you're ready to fold! 
Ps) PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc....originators 
of the postage meter ...94 branch offices, 
with service in 259 cities in U.S. and Canada, 


Nat 


>< 


Costs less 


than a typewriter! 


The larger, fully 
automatic, FM 
folds up to 19,000 


Pitney-Bowes, INC. 


2904 Walnut Street, 
Stamford, Conn. 


Send free booklet on Folding Machines to: 


Name 
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These models indicate the variety of 
sorting equipment on the market. 
From top to bottom they are by Burtt, 
Le Febure, Savasort, Evans Specialty, 
and Corbin Wood Products. 


The Dick Mailer Co., 137 W. Tup- 
per St., Buffalo, N. Y. 

The Elliott Addressing Machine Co., 
143 Albany St., Cambridge, Mass. Line 
of 40 models, hand and electric, using 
address stencils prepared by typewriter. 
Can perform selective mailings, statisti- 
cal analyses. Features include automatic 
feed for newspaper, sensing and com- 
paring mechanism, punch-coding of ad- 
dress cards, perforating devices. Price 
range, $50 to $28,000. 

Hart Mfg. Co., 2400 Endicott St., 
St. Paul. 

The Heyer Corp., 1850 S. Kostner 
Ave., Chicago. Heyer Portable Ad- 
dresser is small manual unit operating 
on the spirit duplicating principle. 
Master list of addresses written on roll 
which is loaded into unit like film into 
a camera, and advanced by turning a 
knob. Roll holds up to 250 addresses. 
Price, $10.95, with initial suplies. 

Master Addresser Co., 6500 W. Lake 
St., Minneapolis. Addressing machines 
operating on the spirit duplicating 
principle. Names and addresses are 
typed on paper slips, and are rein- 
forced by Holder-Cards. These feed 
automatically through the machine, 
stack in original order after use. 
Cards fit 3 by 5 in. card trays. Index 
guides feed through machine, without 
needing to be removed. Operation of 
machine by hand or foot. Price range, 
$24.50 to $150. 

The Multistamp Co., 527 W. 2\st 
St., Norfolk, Va. 

National Address Plate Co., 4615-23 
W. Huron St., Chicago. 

Nettle Mfg. Co., 27 Huntington Ave., 
Boston. “A-Dress-R” line of four mod- 
els, printing through ribbons from ad- 
dress plates. Hand-operated. New mod- 
el 500 has automatic ribbon wind and 
reverse. Plates feed automatically. Con- 
secutive and repeat impressions both 
possible. Selective addressing. Can ad- 
dress copy to 14 by 17 in. Price range, 
$75 to $110, plus F.E.T. 

Rex-Rotary Distributing Corp., 19 
W. 31st St., New York. 

The Reynolds & Reynolds Co., 800 
Germantown St., Dayton, Ohio. 

Scriptomatic, Inc., 310 N. 11th St., 
Philadelphia. A series of five models 
operating on the spirit duplicating prin- 
ciple. Electrically powered, except for 
small hand model. Models range to 
large units, including machines for ad- 
dressing on dick mailing tape, as used 
in magazine addressing. Others address 
cards, envelopes, folders, wrappers, etc. 
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Masters in card form are typed or writ- 
ten; these are fed automatically from 
magazines filled directly from file 
drawers. New “Electronic Master Se- 
lector” provides selective control over 
information on master, including skip- 
ping or printing, counting or ejecting, 
based on coded hole system in master; 
uses plug board programming; can 
handle variable information. Price 
range, $25 to $15,000. 

United Equipment Co., 1101 Lee 
Highway, Arlington, Va. 

Weber Label & Marking Systems, 
Div. of Weber Addressing Machine 
Co., 200 W. Central Rd., Mount Pros- 
pect, Ill. Line of equipment using the 
spirit duplicating principle. Models 
available for addressing envelopes, 
cards, newspapers, catalogs, etc., for 
printing, addressing, and marking la- 
bels and tags, for printing shipping 
information directly on containers. 
Manually operated. Models A-2 and 
A-3 priced at $79.64 and $114.22, in- 
cluding supply kit for 500-name mail- 
ing list. 

Chauncey Wing’s Sons, 78 Pierce St., 
Greenfield, Mass. 


Collators 

Associated Industrial Designers, 3726 
Effingham Pl., Los Angeles. 

Cummington Corp., 620 Common- 
wealth Ave., Boston. An eight-station 
collator handling paper from 5 by 7 in. 
to 11 by 14 in. in weights from 9 to 
110 lbs. Speed, 10,000 sheets an hour. 
Features include offsetting delivery 
pile jogger, double suction cup pick- 
up, air jet rifflers, sheet separators. 
Self-adjusting to pile height at each 
station. Power driven. Price, $2,995. 

William W. Fitzhugh, Inc., 200 
Fifth Ave., New York. 

Harris-Seybold Co., 4510 E. 71st St., 
Cleveland. Distributes Macey Colla- 
tors, made by Harris-Seybold’s subsidi- 
ary, The Macey Co. For description, 
see The Macey Co. 

The Macey Co., subsidiary of Har- 
ris-Seybold Co., 4510 E. 71st St., Cleve- 
land. Collators in various types and 
sizes, capable of handling materials 
from 3 by 5-in. card stock to 12 by 17- 
in. paper. Eight-station machine de- 
signed to gather up to 32,000 sheets an 
hour in sets of eight. Accessories avail- 
able include offsetting delivery units, 
tape conveyors, and stapling attach- 
ments. Features include detector to 
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stop machine if sets vary in thickness. 
Air blast separates top sheet of each 
pile, which is lifted by rubber suction 
cups. Macey models distributed both 
by Harris-Seybold and Pitney-Bowes. 

]. Curry Mendes Corp., 104 Brook- 
line Ave., Boston. Line of collators of 
the vertical type, including four- and 
eight-station models. Feeding stations 
kept automatically at correct feeding 
height, with automatic machine stop in 
case of misfeed. Machine is suction- 
fed. Successive collated sets are de- 
livered offset from adjacent sets. New 
Bookleteer consists of collator, heavy- 
duty stitcher, folding unit, and offset 
pile delivery. Used to collate, jog, 
stitch, and fold 16- and 32-page book- 


lets in one continuous operation. 


Pitney-Bowes, Inc., Walnut & Pacific 
Sts., Stamford, Conn. Distributes col- 
lators made by The Macey Co. For de- 
scription see listing under Macey. 

Reproduction Products Co., 12790 
Westwood, Detroit. Line of four 
models of Accra-Feed collators, work- 
ing on a revolving drum principle 
which permits the organizing of each 
of 125 different pages in proper se- 
quence, compiling up to 50 identical 
sets in one operation. Designed speed, 
6,000 sheets an hour. Two models have 
photo electric scanning devices to re- 
ject blank pages. Rejects double sheets, 
has continuous feed loader, counters. 
Price range, $3,547 to $6,628. 

Thomas Collators, Inc., 50 Church 
St., New York. Line includes 5- and 
8-page table-top models, 5-, 8-, 10-, and 
16-page floor models, and 20- and 
32-page tandem models. Sheets are 
stacked in bins and top sheet of each 
pile is pushed out by rubber fingers 
which may be hand or foot-operated, 
depending on the model. Gathering 
bin provided in tandem models. Sheet 
sizes from 3 by 8¥ in. to 14 by 17 in. 
can be accommodated. 


Folding and Inserting 
Equipment 


Blankenhorn Co., Inc., 900 S. Wa- 
bash, Chicago. Offers a small, simple 
device for the manual folding of let- 
ters into three equal parts. 

Cummington Corp., 620 Common- 
wealth Ave., Boston. Inserting and seal- 
ing machines which operate with 
from one to four inserting stations in 
addition to envelope: station. Power- 
driven, with three %-h.p. motors. 


Vacuum feed at all stations, with de- 
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vices to detect double feed or failure to 
feed at any station. Can handle en- 
velopes up to No. 10, and inserts from 
13 lbs. to multiple page booklets. De- 
signed operating speed, 3,000 cycles 
an hour. 
Davidson Corp., 29 Ryerson St., 
Brooklyn, N. Y. A line of folding ma- 
chines. No. 120 is small two-buckle 
chute machine for small folding jobs 
where great precision is not required. 
It handles paper up to 10 by 14 in. 
No. 129 is a precision model with con- 
veyor board and large stacking table. 
No. 133 will make any four parallel 


folds and two right angle folds; sheet 
pivots 90 degrees in machine, instead 
of changing direction of travel after 
receiving first folds; handles paper to 
14 by 20 in. All models power oper- 
ated, 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago. Offers Model 56 fold- 
ing machine which handles paper 
weights from 16 to 36 substance. Folds 
sizes from 214 to 9 in. in width and 
3¥%, to 14 in. in length. Has automatic 
feed; feed table can be loaded con- 
tinuously to permit uninterrupted 
operation. Power operated; operating 


‘Standard Register continuous forms on 
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HERE’S HOW SCRIPTOMATIC HELPS A MAIL ORDER COMPANY 


Scrintomatic Can Help You, Too 
...to get flexibility and low cost in your address masters, 


A mail order house with 810,000 active 
customers and $7 million annual volume 
installed the Scriptomatic system to gain 
substantial benefits not obtainable by 
any other means. 

In one brief writing operation, using 


sive by-product of the typing operation 
they simply discard it when a new order 
comes in from the customer. These card 
masters minimize checking problems 
and improve accounting and catalog 
mailing procedures. They are pees 
in one fifth the space required by forme 
address masters. Most important, in 15 
minutes after mail is opened a proc- 
essed order can be in the hands of 
the “pickers.” 


electric typewriters, they create both a 
Scriptomatic addressing machine master 
and a separate set or sets of shipping 
papers. Since the master is an inexpen- 


cop 


Scriptomatic Address Master 
_ hotched for purging inactive accounts 


K~ — 3,240,000 catalogs mailed annually 


ks Continuous marginally punched 
7 _ forms permit accurate regis- 
tration and high speed typing 
(2000 per day). 


HAMMERSHAW 
w MONTGOMERY on 
Beaty NCOLN HIGHLANDS PARKW 
PLYMOUTH CENTER 
PHILADELPHIA P 


--—-——--=— 7 part set includes 
shipping papers 


Write for actual case studies and descriptive material. Discover now, 
at no obligation, if Scriptomatic can 
improve your specific procedures. 


SCRIPTOMATIC INC. 
316 North lth Street, Philadelphia 7, Pa. 
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Typical of modern postal scales are 
this spring del by Pel (top) 
and this pendulum type scale by Trin- 
er (bottom). 


speed, 150 copies a minute, when 8% 
by ll-in. paper is being folded. 
Inserting & Mailing Machine Co., 
Box 186, Phillipsburg, N. ]. Extensive 
line of models which perform com- 
plete mailing job from inserting to 
printing of postal indicia. Standard 
machine (six models) has 4, 6, or 8 
stations for insertion of from 1 to 8 
enclosures in envelopes from No. 6% 
to 6 by 9% in. Console Cabinet ma- 
chines (12 models) have similar ca- 
pacity, with conveyor delivery avail- 
able. Postage Meter machines (12 
models), also have similar capacity; 
also have power stacker and postage 
meter for Ist or 3rd class mail. Large 
Size Model B has four stations for 
from 1 to 4 insertions; power stacker 
and postage meter available; can in- 
sert catalogs, magazines, photographs, 
etc., up to 844 by 11 in. in envelopes 
up to 9 by 12 in. All machines elec- 
trically powered, with designed speeds 
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Tools of the Office 


to 4,500 an hour. Price range, $5,000 
to $7,500. 

I, J. Knoll Co., 79 Wall St., New 
York. 

Lansdale Products Corp., Faltex 
Div., Box 568, Lansdale, Pa. Faltex 
folding machines which can be used 
also as letter openers. Folds all com- 
mon folds, handling paper from onion 
skin to light cardboard, in single or 
multiple sheets, stapled or unstapled; 
sizes can be mixed. Attachments for 
scoring and perforating. Three models 
have sheet width capacities from 9% 
to 187/16 in. Folding speed (5,000 
to 10,000 sheets an hour) controlled 
by rheostat. Price range, $399 to $799. 

Master Folder Co., 3000 Woodhill 
Rd., Cleveland. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. A line of 
folding machines, electrically powered. 
Models FH and FH-AF, are desk type, 
can make any eight basic folds at 
speeds to 5,000 pieces an hour. Model 
FH has manual, FH-AF automatic 
feed. Both accommodate sheets from 
3 by 3 to 8% by 14 in. Model FM, 
also electrically operated, designed to 
handle 5,000 to 19,000 sheets an hour; 
designed for precision folding; han- 
dles paper from 3 by 3% to 11 by 
24 in. 

Print-O-Matic Co., Inc., 724 W. 
Washington Blvd., Chicago. Line of 
folding machines includes two new 
models: No. FH-3, designed for possi- 
ble electrification, and No. FH-4, com- 
pletely electric. Folding rate, 120 a 
minute. Both handle material from 
5 by 5 in. to 8% by 14 in., including 
two or three sheets stapled together. 
Vertical crease and horizontal folding 
in one operation. Eight standard folds 
possible. Prices: $130 and $170. 

Printing Devices, Inc., 1705 N. 25th 
Ave., Melrose Park, Ill. Envelope in- 
serting machines, for making up to 
3,000 insertions an hour in envelopes 
from No. 6 to No. 10, including odd 
sizes and window styles. Can handle 
single and multiple insertions. 


Letter Opening Machines 

The Adamm Co., 250 Third Ave., 
New York. 

Bircher Co., 192 Mill St., Rochester, 
N. Y. 

Commercial Controls Corp., | Leigh- 
ton Ave., Rochester, N. Y. Multi- 


July, 1955 


opener letter opening machine, all elec- 
tric, with automatic feed, self-sharpen- 
ing knives, automatic stacking of 
opened mail in hopper. 

Haldon Mfg. Co., Inc., 841 N. La 
Cienega Blvd., Los Angeles. Lever- 
operated Fleet mail openers, of die-cast 
aluminum, with self-sharpening blades, 
taking envelopes up to 10 in. long. 

Arnold Mackenzie, Inc., 3133 Over- 
brook Drive, Minneapolis. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Line of 
MailOpeners includes model LH, a 
desk model, lever-operated; model LE, 
a semi-automatic model which is elec- 
trically driven and hand-fed; and 
model LA, completely electric, de- 


Other mailroom aids include such 
equipment as Pitney-Bowes’ Tickomet- 
er, for counting and imprinting (top), 
Markol’s line of traveling racks (cent- 
er), and Nashua’s gummed tape dis- 
pensers (bottom). 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


STO 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 
* Photographs for Sharp Prints 
Ry Invaluable as a Visual Training Aid 
» All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Ilustrated Folder 
with Price Schedule No. OM-7 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


Have You Heard About . . . Have You Seen 


CONVOY ‘’Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE ~ 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy's 
chemical impregnating 
process that makes 
corrugated board 
flint hard rock strong. 


CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 
WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-0 
Canton 6, Ohio 
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signed to feed, open, and stack more 
than 500 envelopes a minute. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago. Line includes Marvel 
mail opener, for opening envelopes up 
to 12 in. in length. Lever-operated. 
Case of cast aluminum with all mov- 
ing parts of steel. Has rubber feet. 
Price, $34.75, list. 


Postage Metering Machines 


The Adamm Co., 250 Third Ave., 
New York. 

The National Cash Register Co., 
Main & K Sts., Dayton, Ohio. The 
NCR postage machine issues gummed, 
precanceled postal labels, for affixing 
to mail of all types and classes. Labels 
show date, zone, weight when re- 
quired, amount of postage, serial num- 
ber, meter number, permit number 
where necessary, and name of post 
office. Duplicate record, with zone, 
weight, amount, and serial number, is 
printed inside machine. Amounts are 
set on keys; machine has repeat key. 
Electrically operated. Machine avail- 
able on rental basis only ($180 a year, 
plus taxes, for two years, then $150, 
plus taxes). 


Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Line of 
various models of postage meters, 
which print postage and necessary 
postal information for all classes of 
mail, airmail, special delivery, parcel 
post, etc., printing either directly on 
envelopes or on tape (either dry or 
moistened) for affixing to packages. 
Features vary with models. Machines 
can also print postmark advertisements 
and maintain record of postage ex- 
pended. Envelopes sealed as part of 
normal operation. Models vary from 
hand-operated types to fully automatic 
models designed to feed, stamp, seal, 
and stack letters at rates to 175 a 
minute. 


Postage Stamp Affixing 
Machines 


The Adamm Co., 250 Third Ave., 
New York. 

Commercial Controls Corp., 1 Leigh- 
ton Ave., Rochester, N. Y. Multipost 
machine, of aluminum, weighing 15 
oz., holds roll of 500 stamps, designed 
to apply 100 stamps a minute. Price, 
$35, plus F.E.T. 

Mailers Equipment Co., 40 W. 15th 
St., New York. 


NOW! 


co . Effectively Destroy confi- 
pia apers, records in your own office! 


NEW Banta mm 10 


portable shredding machine tala especially 
for office use! Quiet, compact, streamlined! 
Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


FREE: Colorful, illus- 
trated, descriptive 


rate’ TRIAL @ tells, 
e r 

Write “SHREOMASTER 

BANTAM 10" on your 

letterhead or 

and mail today to: 


ty SHREDMASTER 
. _ EC onporatenn 


ry =e of Self Winding Clock Company, inc. 


207 Willoughby Avenue 
Brooklyn 5, N. Y. 


@ From time to time, Office 
takes 
among its readers for editorial or 


Management surveys 


advertising information. Survey 
findings now available cover uses 
of offset and photocopy duplicat- 
ing equipment in offices; meth- 
ods that have been found best 
for floor care; and types of towels 
and soap used in office wash- 
rooms. Interested readers may 
obtain survey results by writing 
Service Dep’t., Office Manage- 
ment, 212 Fifth Avenue, New 
York 10, N. Y. 
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Office Accessories Corp., 9157 Las 
Tunas Drive, Temple City, Calif. 


Postal Scales 


Accurate Parts Mfg. Co., 12435 Eu- 
clid Ave., Chicago. 

Ailsteel Scale Co., 
Broadway, New York. 

B-T Co., Inc., 121 N. Broadway, 
Milwaukee. 

The Borg-Erickson Corp., 1133 N. 
Kilbourn Ave., Chicago. Fiat, portable, 
parcel post scale with 50-lb. capacity. 
Price, $12.50. 

Buffalo Scale Co., Inc., 48 Letch- 
worth St., Buffalo, N. Y. 

John Chatillon & Sons, 85 Cliff St., 
New York. Line of postal scales with 
top capacities from 2 to 70 lbs. For 
parcel post and mail. Price range, $11 
to $195, list. 

Commercial Controls Corp., | Leigh- 
ton Ave., Rochester, N. Y. Letter 
scales in 20-0z. and 3-lb. capacities, 
with pendulum-type indicators, fan- 
type charts, priced at $92.50. Parcel 
post scales in 30-lb. and 70-lb. capaci- 
ties, with cylinder-type rotating charts, 
priced at $215. 


25 W. 


Inc., 


Tools of the Office 


Detecto Scales, Inc., 540 Park Ave., 
Brooklyn, N. Y. Letter and parcel 
post scales, including parcel post types 
with “Gunsight” indicator, showing 
postage for one zone at a time, with 
key to select zone. 

]. L. Galef & Son, Inc., 85 Chambers 
St., New York. 

Glue-Fast Equipment Co., Inc., 9-11 
White St., New York. 

Hamilton Specialties, Inc., 5 Watson 
St., Boston. 

Hanson Scale Co., Northbrook, lil. 
Letter scales with top capacities from 
8 oz. to 2 lbs., at prices from $2.95 to 
$4.95, list. Parcel post scales with 
capacities from 5 lbs. to 50 Ibs., dial- 
type postage indicators, at prices from 
$9.75 to $12. 

The Howe Scale Co., Rutland, Vt. 

IDL Mfg. & Sales Corp., 132-138 
Lafayette St., New York. 

The Mayfair Co., 315 N. Desplaines 
St., Chicago. 

Pelouze Mfg. Co., 
Ave., Evanston, Ill. 
different scales. 


1218 Chicago 
Line of eleven 
Two of these are 


beam scales of 2-lb. and 4-lb. capacities 
at prices of $26.50 and $27.50; the 
other nine are spring scales with ca- 
pacities from 1 to 50 Ibs., priced from 
$2.95 to $11.75. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Three 
scales with automatic pendulum ac- 
tion: one of 20-0z. capacity, another 
with 3-lb. capacity, and a third with 
“throw-over poise” giving two ranges 
(from 0 to 5 lbs. and from 5 to 10 
lbs.). Also a parcel post scale for pack- 
ages to 70 lbs.; has “gun sight” indica- 
tor by which desired zone reading is 
selected by means of a button. 

Rudson-Woed, Inc., 15 W. 44th St., 
New York. 

Toledo Scale Co., 1083 Telegraph 
Rd., Toledo, Ohio. Line of seven 
models, with top capacities from 1 to 
70 Ibs. Gravity-type, pendulum scales, 
without springs. Price range, $117 to 
$418. 

Triner Scale & Mfg. Co., 2714 W. 
21st St., Chicago. Six scales, ranging 
in capacity from 20 oz. to 8 lbs. Typ- 
ical is model 120, a twin pendulum 
(gravity) type, all of steel, without 
springs. 


Spee-D-Ada 


: * IN SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
one insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2'%6” x 
1”, per sheet. 


All with Dennison 
special formula gumming 
for tight adhesion 


Here are <> Smart ways 


to speed up your mailings...use 
Dennison Addressing Labels 


a, a 


| 
| 
J 


2. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 2'*¢6” x 
156”, per sheet; 132 to set. 


At your stationer’s 
or write for the name 
of your nearest dealer. 


July, 1955 


3. IN ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
Fars 


es See eT Tr 
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Sorting Devices 


Amberg File & Index Co., 1627 E. 
Duane Blvd., Kankakee, Ill. Desk 
models in letter, check, and card sizes. 
Dividers, labeled on both sides, swing 
either way with respect to base, per- 
mitting different sorting breakdown 
on each side. Models have from 21 to 
100 divisions in various breakdowns. 
Price range, $19.15 to $50.70. 

Associated Industrial Designers, 
3726 Effingham Place, Los Angeles. 

Roy M. Burtt, 6280 2\st Ave. N.E., 
Seattle. Two Handi-Sort models, strap 
type, in sizes for sorting forms up to 
legal size. Captions permit sorting 
alphabetically, daily, weekly, monthly, 
and numerically, depending on modei; 
other breakdowns can be ordered. 
Price range, $9.95 to $10.95. 

Commercial Controls Corp., | Leigh- 
ton Ave., Rochester, N. Y. One sort- 
ing rack 324% in. long, 12% in. deep, 
30 in. high at the front, and 37% in. 
high at the back. Shelves are adjust- 
able; can hold up to 84 shelves on one- 
inch centers. Shelves available with 
and without label holders. Price, $86. 
Cook’s Inc., 207 Lakeview Ave., 


Tools of the Office 


Blackwood, N. ]. Four Universal sort- 
ers of desk and table sizes, expandable. 
Permit sorting alphabetically, numer- 
ically, monthly, by days of month, 
states. Price range, $10.95 to $45. 

Corbin Wood Products Div., The 
American Hardware Corp., Orchard 
St., New Britain, Conn. Line of bin- 
type sorting racks, some with adjust- 
able, some with non-adjustable shelv- 
ing. Some models have cabinet-type 
bases; others designed to rest on tables. 
Manufactured of kiln-dried hardwood. 

Equipto, Div. of Aurora Equipment 
Co., 422 Cleveland, Aurora, Ill. Line 
of furniture includes bins for mail 
sorting. No. 1196 has 42 openings, 
half of which measure 6 by 5 by 12 in., 
the other half, 744 by 5 by 12 in. Over- 
all width, 36 in., ‘depth, 12 in., height, 
42 in. Also variety of other equipment. 

Evans Specialty Co., Inc., 1800 E. 
Grace St., Richmond, Va. A line of 
eight gathering racks in 4-in. and 7-in. 
widths, with from 6 to 18 sections. 
Some with joggers. Price range, $25 
to $100. 


Gardner Laboratory, Inc., 4723 Elm 
St., Bethesda, Md. Lettergard corre- 
spondence sorters. 

The Kohlhaas Co., 8012 S. Chicago 
Ave., Chicago. Line of sorters. 

Le Febure Corp., 716 Oakland Rd., 
N.E., Cedar Rapids, lowa. More than 
50 vertical sorters of various types, in- 
cluding a mobile mail sorter mounted 
on casters, and a dual mail sorter and 
accumulator at which two operators 
work simultaneously. Price range for 
stock models, $32.65 to $51.65. Other 
models custom built. Also a line of 
bins and racks. 

Markol Metal Products, 
Mill St., Rochester, N. Y. 
mail sorting racks. 

Nu-Craft Products Co., 321-327 
Clarkson Ave., Brooklyn, N. Y. Sort- 
O-Matic sorting racks. 

The Recordplate Co., 16 E. Holly 
St., Pasadena, Calif. Several models 
of Shorter sorting units, for sorting 
alphabetically, numerically by fives, 
monthly, or daily. Price range, $5.45 
to $10.95. 

Savasort Corp., 530 24th St., West 
Palm Beach, Fla. Variety of sorting 
equipment, including horizontal mod- 


Inc., 254 
Line of 


3 popurar LABELING propucts 


- -- PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 


PS-% %" x 6” 30c per ft. 
PS-% 4%" x 6"  35¢ per ft. 
PS-1 1” x 6" 40c per ft. 


FOR RING BINDERS 
Smooth finished, durable metal 


tructi livloid window protects and keeps 
label clean. Neat uniform appeorance —lasts indefinitely. 


SO-1 for 1” Ring Books. . 
SO-1¥2 for 1%” Ring Books ...... 
$O-2 for 2” Ring Books... 


“Umal 


S 
r 


FOR POST BINDERS 


There is ao Vinyl Plastic Label Holder for every 
Will not warp or curl—made to Slip-On 


‘a 


9920 Freeland Ave. 


OFFICE PRODUCTS, INC. 


Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 17! 


type of open back binder. 
pre he et 


= 2nd St., San Francisco 5 
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CHOOSE THE RIGHT 
POINT FOR THE WAY 


You can’t go wrong on this guaranteed* 


desk set . . . with its giant ink fountain-base YOU WRITE...BY NUMBER 
that automatically fills the pen and keeps it 
ready to write a full page or more when- Far 
ever you take it from its socket. 2556 
Bovkhecpoirg 
2550 
> 30-DAY MONEY-BACK TRIAL OFFER 9314M 
Carter 
Your regular dealer will be glad to (Also public counter use) 
let you try one of these fine Model 444, 9460 
Self-Filling Desk Pens on your own desk 
for 30 days with the understanding you Cntr Aone 
can return it for a full refund if you 9550 
don’t agree it’s the best you’ve ever used. A 0 L, 
2668 


® DESK 
; PEN 
SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario 


COPYRIGHT 1955, THE ESTERBROOK PEN COMPANY 


Tools of the Office 


els of circular shape, mounted on 
stand, easily revolved by finger touch. 
Typical model is 46 in. in diameter, 
has 500 divisions with fiber dividers, 
indexed as desired. Also desk-type and 
shuttle-type sorters. Models of vari- 
ous types available with from 25 to 
1,000 divisions, at prices from $10.50 
to $650. 

Sorter Graf Co., 4044 W. Jefferson 
Ave., Detroit. 

Speedo-Sort Co., 4016 N. Harding 
Ave., Chicago. 

The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New Yerk. 

Watkins Industries, P. O. Box 2621, 
Youngstown 12, Ohio. 

Work-Organizer Specialties Co., 4044 
W. Jefferson Ave., Detroit. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester, N. Y. 


Other Mailroom 
Equipment 


Commercial Controls Corp., 1 Leigh- 
ton Ave., Rochester, N. Y. Multi- 
Sealer letter sealer, electric, $190 plus 
F.E.T. Also automatic stamp vending 
machines, mailbags, portable mail dis- 
tributors, and mailbag holders. 

Corbin Wood Products Div., The 
American Hardware Corp., Orchard 
St., New Britain, Conn. Tables, cabi- 
nets, and other equipment. 

Equipto, Div. of Aurora Equipment 
Co., 422 Cleveland, Aurora, Ill. Shelv- 
ing and storage equipment, counters, 
steel trucks, cabinets, etc. 

S. A. Hirsh Mfg. Co., 8051 Central 
Park Ave., Skokie, lil. Line of Stack- 
See steel shelving units with black 
enamel finish, sway braces; units 6 ft. 
high; extra shelves available. Mail- 
room units, $9.95 and $14.95. 


Jayem Sales Corp., 230 Fifth Ave., 
New York. Line of cabinets, trays, 
racks, shelving, and desk organizers. 

Lee Products Co., 2736 Lyndale So., 
Minneapolis. “Sortkwik,” a colorless 
substance which, when rubbed on 
fingers, makes paper handling easier. 

Markol Metal Products Inc., 254 
Mill St., Rochester, N. Y. Line of 
mail handling equipment based on the 
Hook-on Tray, which is available in 
four standard sizes. Equipment in- 
cludes stationary and whirling racks, 
desk racks, traveling racks, floor racks, 
etc. (This company was recently 
formed to acquire the All-Purpose 
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Yes, Precision-made Accounting Machine Forms are an important 
team mate to your precision made Accounting Machines. 

To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Precision-made Accounting 
Machine Forms with your Accounting Machine for 
greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 
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the basis 
of better 


filing... 


HE Acco filing system is based 
on the famous slogan that 
“Bound Papers Are Safe Papers.” 


The Acco Fastener, alone or in 


Accobind Folders or Accopress 
Binders keeps all related papers 
together — correspondence, _ in- 
voices, ete.—neatly but securely 
bound in loose leaf style. Let your 


stationer explain the Acco “file 


and find” system and you'll never 


use any other. 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 


When transfer time 
comes just slip the 
bound papers from the 
Accobind Folder, in- 
sert a new Acco Fas- 
tener and the Folder 
is ready for another 
year's filling. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 


ACCO punches 
and other filing supplies 


ACCO PRODUCTS, Inc. 


Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 


62 


(Continued) 
Metal Equipment Corp., whose line 
it now offers.) 

Nashua Corp., Nashua, N. H. Line 
of package sealing tape dispensers. 
Models can issue tape of various pre- 
set lengths, automatically cut and 
moistened. Units available to handle 
various tape widths. 


Pitney-Bowes, Inc., Walnut & Pacific 
Sts., Stamford, Conn. A line of count- 
ing and imprinting machines. Features 
include set-back counters for partial 
runs and tamper-proof cumulative 
counters. Model TIC (Tickometer) 
designed to handle up to 1,000 pieces 
a minute, model DU, 400-500 a min- 
ute. Also mail tables, mail bag racks, 
and other equipment. 

Standard Duplicating Machines 
Corp., 1935 Parkway, Everett, Mass. 
Line of envelope sealers, electric and 
manual. Electric model designed to 
seal 8,000 letters an hour; feeding, 
moistening, sealing, and stacking are 
automatic at flip of switch. Equip- 
ment uses vacuum suction feed for 
moistening, to eliminate wicks, sprays, 
and rollers. 


Office layout specialists 
organize new firm 


A new organization which will spe- 
cialize in office layouts and industrial 
design has been formed in New York. 
The firm, Itkin, Affrime, Becker De- 
sign Associates, will have its offices at 
290 Madison Ave. 

According to Abe Itkin, treasurer of 
Itkin Brothers, Inc., the new organiza- 
tion was formed to meet the needs of 
business executives requiring coordi- 
nated assistance in planning office 
moves. The firm will provide archi- 
tectural, interior, and industrial de- 
sign services. 

Marvin Affrime and Robert Becker 
are the principals in the new company. 


Welfare finance group 
to meet this month 


Finance officers from welfare de- 
partments from the United States, 
Hawaii, and Alaska will assemble in 
Denver on July 13 for the National 
Conference of State Welfare Finance 
Officers. The program will be devoted 
to the exchange of ideas and informa- 
tion affecting business methods, forms, 
machines, and procedures. 


Donald McAllister elected 
ABP board chairman 


Donald McAllister, vice president 
and general manager of Geyer-McAl- 
lister Publications, publisher of Office 
Management, has been elected chair- 
man of the board of Associated Busi- 
ness Publications, national association 


of business publications. He succeeds 
Karl M. Mann, president of Case- 
Shepperd-Mann Publishing Co. 

Other officers elected at the annual 
spring meeting of the association at 
the Homestead, Hot Springs, Va., 
were: first vice president, Philip H. 
Hubbard, president of Reinhold Pub- 
lishing Corp.; and second vice presi- 
dent, Nelson Bond, executive vice 
president of the publications division, 
McGraw-Hill Publishing Co., Inc. Ed- 
gar W. B. Fairchild, vice president 
and treasurer, Fairchild Publications 
Inc.; and N. O. Wynkoop, vice presi- 
dent and comptroller of McGraw-Hill, 
were re-elected secretary and treasurer, 
respectively. 

Mr. McAllister has been a director 
of Associated Business Publications for 
the past four years. 


3M opens research center, 
shows new products 


The Minnesota Mining & Mfg. Co., 
known for its “Scotch” brand tapes 
and other products, opened its new 
Research Center overlooking the Mis- 
sissippi River valley near St. Paul on 
May 12th. 

A feature of the dedication was a 
demonstration of cross-country trans- 
mission of color television on magnetic 
video recording tape. It was the first 
demonstration of its kind. The pro- 
gram originated in New York and was 
transmitted by closed circuit to the 
Foshay Tower in Minneapolis, where 
it was retransmitted by microwave to 
the new laboratory building. 

The company also showed a variety 
of new products and processes devel- 
oped through research, 
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“The Quiet Man” 


Keep the coffee-break in your contrel 


No revolver in sight—but 
he’s staging a hold-up, in terms 
of lost production time. This 
doesn’t have to be the case. 
Rudd-Melikian’s Kwik-Kafé 
system provides management with 
real control of the “‘coffee-break”’, 
and makes it build, not break 
down, worker efficiency. 


Employees take their ‘‘coffee- 


break” right in the office or plant, 
without leaving their work area, 
and lost time is cut to the mini- 
mum. Rudd-Melikian, Inc., leader 
in the field of ‘‘coffee-break”’ 
control, installs and services 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks at 
no cost to management. 


RUDD-MELIKIAN, INC. 


® 


CREATORS 


OFFICE MANAGEMENT 
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INDUSTRY 


There is a Rudd-Melikian dealer 
in most principal cities. Contact 
him, or write direct to us. 


You don’t have 
complete con- 
trol unless 

you have 
Kwik-Kafé. 


Rudd-Melikian, Inc., 

1949 N. Howard St., Phila. 22, Pa. 

Gentlemen: 

{] Please show me how to control 
the “coffee-break” with R-M 
dispensers. Booklet OM 3. 
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HOW XEROGRAPHY .....: PAPERWORK 


cuts duplicating costs *18,000 a year at 


New York State Electric 
& Gas Corporation 


SPEEDS Code Book copies at 60% savings 


SPEEDS Accounting Manuals at 70% 
savings 


SPEEDS Inter-office Telephone Directories 
at 94% savings—and 


REDUCES delivery dates from 2 weeks 
to 1 day! 


Convinced that xerography offers a 
new and better way to get paperwork 
done faster, cheaper, and with photo- 
graphic accuracy, New York State 
Electric & Gas Corporation installed 
XeroX® copying equipment to pre- 
pare masters by xerography for offset 
duplicators. Result: costs in forms du- 
plicating alone were cut by $6,000 a 
year! Comparable savings were ac- 
hieved on other applications. 
Substantial relief to the stenogra- 
phic pool was attained by the elimina- 
tion of retyping and proofreading 
time .. . Cost of various exhibits in Ac- 
counting Manuals, which must be re- 
vised frequently, has been reduced 
from $6.50 to $2.00 a page. Delivery 
time was cut from two weeks to a 
single day . . . Cost of reprinting an 


From original 
to paper master 
in 3 minutes 


THE HALOID COMPANY 
55-43X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


-XEROGRAPHY 


(ZE-ROG-RA-FEE) 


New York State Electric & Gas Cor- 
poration serves areas totaling 17,000 
square miles—about 35% of the en- 
tire Empire State. Its numerous 
plants and offices are widely sepa- 
rated, and necessary communica- 
tions involve much paperwork. 


Account Code Book, another con- 
tinuing job, dropped from $500 to 
$200 . . . The inter-office directory 
printing was cut from $35.00 to $2.00. 

Anything written, typed, printed or 
drawn can be copied onto paper mas- 
ters by xerography with XeroX® copy- 
ing equipment. With xerography, 
copies can be made from one or both 
sides of original material in enlarged, 
reduced or same size. 

There is no limit to the versatility 
of the dry, electrostatic xerography 
process in paperwork duplicating ap- 
plications. 


WRITE for proof of performance folders showing how 
companies of all kinds, large and small, are cutting dupli- 
cating costs and speeding paperwork with xerography. 


15 FOR KERQG 
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‘The fastest, cheapest, most versatile way to make masters for duplicating 
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Books and Pamphlets 


Law Office Management 


Law Office Management, by Dwight 
G. McCarty, member of the Iowa Bar, 
has now appeared in its third edition, 
extensively rewritten by the author. 
This volume is dedicated to the im- 
provement of office efficiency in law 
firms, where special problems require 
special handling. As an indication of 
the volume’s scope, the chapter head- 
ings are quoted: 

“The Changing Law Practice,” “The 
Function of Management,” “The Hu- 
man Equation,” “Habit Characteris- 
tics,” “The Office Tickler,” “Planning 
and Dispatching,” “Time Records,” 
“The Lawyer's Fees,” “Rendering a 
Bill to Client,” “Location and Arrange- 
ment of the Office,” “Office Desks,” 
“Electronic Dictation,” and “Electric 
Typewriters.” 


Also, “Adding Machines,” “Modern 
Office Appliances,” “The Office Em- 
ployee,” “The Reception of Callers,” 
“The Care of Office Supplies,” “The 
Right Kind of Letters,” “Better Corre- 
spondence Methods,” “Form Books in 
Aid of Dictation,” “How Forms Save 
Time and Effort,” “The Proper Han- 
dling of Routine,” “The Day’s Work,” 
“The Office Manual,” and “Other Use- 
ful Suggestions.” 


The remaining chapters are entitled: 
“The Filing System,” “The Office 
Docket and Court Chart,” “A Modern 
Bookkeeping System,” “Handling 
Trust Funds,” “Capital and Deprecia- 
tion Accounts,” “Determining the 
Office Overhead,” “Effective Account- 
ing Reports,” “The Technique of Brief 
Making,” “The Office Survey,” “A 
Home Reference System,” “Psychology 
in Management,” “Developing the 
Lawyer’s Personality,” and “Maintain- 
ing the Esprit de Corps.” 

Law Office Management is published 
by Prentice-Hall, Inc., 70 Fifth Ave., 
York, and is priced at $6.95. 


Asphalt Tile Color Chart 


The Asphalt Tile Institute, 101 Park 
Ave., New York, has published its 
annual chart of tile colors designed to 
make it possible to determine specific- 
ally which numbers in each of ten 
major manufacturers’ lines produce 
equivalent color tones or effects. Twen- 
ty-seven colors are listed. Single copies 
of the chart are available from the In- 
stitute without charge. 
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Management Planning and Control 


The Controllership Foundation, Inc., 
1 E. 42nd St., New York, has recently 
published an extensive report called 
Planning, Managing and Measuring 
the Business. This is a case study of 
management planning and control at 
the General Electric Co. The Founda- 
tion points out that General Electric 
“is actually a closely knit federation of 
highly autonomous businesses, widely 
diversified in nature,” and that be- 
cause these components vary consider- 
ably in size and type, “the basic 
elements and principles exemplified in 
General Electric’s business planning 
and control should have definite sig- 
nificance and hold direct interest for 
business executives generally, regardless 
of the size of their respective companies 
or the field of industry in which they 
operate.” 

The report emphasizes the impor- 
tance of giving formal recognition to 
management planning and control as a 
distinct function and responsibility of 
top management and shows how such 
a program can be carried out, 

The report may be obtained from 
the Controllership Foundation at a 
price of two dollars. 


Manual of Excellent Managements 


The American Institute of Manage- 
ment has published its second annual 
survey, Manual of Excellent Manage- 
ments, 1955 edition, which provides a 
rating of 379 American and Canadian | 
companies rated by AIM as having | 
“excellent managements.” The volume | 
includes a discussion of ten points on 
which companies are rated: economic 
function of the corporation, corporate 
structure, health of earnings, service to 
stock-owners, research and develop- 
ment, directorate analysis, fiscal poli- 
cies, production efficiency, sales vigor, 
and executive evaluation. Also includ- 
ed is an actual audit of the Marathon 
Corp., to show how the AIM conducts 
its analysis. The volume is priced at $20 
and is available from the American 
Institute of Management, 125 E. 38th 
St., New York. 


Mail Order Business Directory 


B. Klein & Co., 27 E. 22nd St., New 
York, has published what it calls “the 
first complete list of mail order com- 
panies ever to be compiled.” It lists 
over 1,200 firms, together with buyers, 
products, and locations. Called the 
Mail Order Business Directory, it is 
priced at $10. 
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: R.C.Allen Business Machines, Inc. 


better! 


© BEAUTIFUL, DISTINCTIVE LETTERS . . . 
“letter perfect” correspondence that commands 
attention, compels action. 

© VISIBLE AND AUTOMATIC MARGINS . . . 
the easiest, fastest margin setting of all. 

® BALANCED LINE SPACING ... 
saves miles of “reach” in returning carriage 
and spacing up. 

© TYPIST PREFERRED TOUCH ... 
the key tension and snappy response preferred 
by most typists. 

* LOW, LOW COST... 
you'd expect to pay much more for a type- 
writer with so many exclusive features, but 
it actually costs less. 


— -_ ? ies 
PT ris aera — 


Call your dealer for a free demonstration or write for colorful brochure. 


SUS Front Avenue Nga 
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NEW 
Master Paper for 


Direct Copying 
Machines 


gives you the 
clearest, sharpest 
copies yet! 


FAGLE-A 
TRANSLUCENT 
BOND 


ideal master paper for Bruning, 
Ozalid, Pease and other direct-print 
machines. With Eagle-A Translucent 
Bond as your original sheet, you can 
get better copying results every time. 
The improved translucency of this 
new master paper gives you cleaner, 
unclouded copies of records and forms. 


High in quality, low in cost! Made of 
selected fibers, Eagle-A Translucent 
Bond has a smooth surface excellent 
for writing, typing or printing .. . and 
strong durability. You'll want to test 
its quality, compare its low cost. Avail- 
able through Eagle-A distributors. 


} By the makers of Coupon Bond 
is and other Eagle-A Business Papers 


A 


" LG} 
Clip this coupon to your letterhead - 


a 
AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. O 


Send Pree packet of Eagle-A Translucent Bond 
with printed samples and blank test sheets: 


TITLE 
8 8 ES ee 
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Coming Events 


Institute on the Preservation and Ad- 
ministration of Archives: Advanced. 
Washington, July 5-16. 

Sponsors: The American University; 
National Archives and Records Serv- 
ice; Maryland Hall of Records. Place: 
The American University. 


Institute on Hospital Accounting. 
Bloomington, Ind., July 10-15. 
Sponsor: American Association of Hos- 
pital Accountants. Place: Indiana Uni- 
versity. 


NSA Convention. 
20-23. 

Sponsor; National Secretaries Associa- 
tion. Place: Read House. 


Chattanooga, July 


National Employ the Physically Handi- 
capped Week. October 2-8. 

Sponsor: American Federation of the 
Physically Handicapped, 1370 National 
Press Bldg., Washington, D. C. 


SPA International Systems Meeting. 
Detroit, October 10-12. 

Sponsor: Systems and Procedures Asso- 
ciation of America. Place: Sheraton 


Cadillac Hotel. 


Governmental Purchasing Conference 
and Products Exhibit. Washington, 
October 16-19. 

Sponsor: National Institute of Govern- 
mental Purchasing, Inc. Place: Shore- 
ham Hotel. 


Rochester Business Show. Rochester, 
N. Y., October 20-22. 

Sponsors: Rochester Chapter of the Na- 
tional Office Management Association; 
Rochester Chamber of Commerce. 
Place: Chamber of Commerce Build- 
ing. 


National Business Show. New York, 
October 24-28. 

Sponsor: Office Executives Association 
of New York. Place: 69th and 7\|st 


Regiment Armories. 


Cincinnati Business Show. Cincinnati, 
October 25-26. 

Sponsor: Cincinnati Office and Busi- 
ness Equipment Show Committee, Inc. 
Place: Hotel Sheraton Gibson. 


Business Forms Convention. Edge- 
water Park, Miss., October 29-Novem- 
ber 3. 

Sponsor: National Business Forms As- 
sociates. Place: Edgewater Gulf Hotel. 
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The Riddle of 
15% 
Riddled Surfaces 


When does 15% 
¢ “equal” 100%? 


. . . A In acoustical walls: Ama- 


a a e zing fact! Walls with 15% 

eee exposed acoustical surface 

Phat tp: absorb sound equally as well 

2.2 as if with 100% exposed 

. oe acoustical surface. That's why 

-, SOUNDEX PARTITIONS * 

. soak up office noise like 
¥ Ps blotters soak up ink. 

Chere *(surface area, 15% perfora- 

e tions exposing acoustical spun 


. glass core.) 


WRITE FOR 
FREE CATALOG TODAY. 


GRAND RAPIDS, MICHIGAN 


TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 


STORAGE BOXES 


Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty's storage system assures /ast- 
finding of any record. Try LIBERTY BOXES for 
quality and low cost. 25 stock sizes. 

Sold by leading stationers. 


Send today for FREE Catalog picturing 
and describing economical reco 
storage products for every business. 


BANKERS BOX COMPANY 


720 $. Dearborn Street * Chicago 5, Ill. 


OFFICE MANAGEMENT 


ial ay ee 9090 ———————————————— “ee 
| ; —$$—$<—$_— : Go r 
* - Cn ) , 
Y ‘ - a = . 
+, q . . . . 
4 . . . 
+ e F 
te og RB a 
ee ee-@ « 
: ~ e ¢ 
; | . £2 i 
: ae a 
S é - a ry 
| a | , 
S ee 
BS Ses gk 
eae ed _» Gan y > 
a * | 
es AY ae a 4 
ee: ae . Paes ' 
aif Yel fi sg « 
t ‘ fee bien fo ‘ 
~. en 
a WZ 
1" re 5 
: n 
cya " 
3 u 
en: b 
: | r a a Po 
; " a 
papa t OS Wi bib inns TE 
e | : | 
4 3 a a ll Pe 
ee a am 
eee - a 
Ris 
| ys a es e « : ; : ’ 228 
x ee e i ee | ks re A +e = ae eo _” 2s oan ———— ll em 


San Francisco Conference and Office 


Equipment Show. San Francisco, No- 


vember 7-9. 


Sponsor: San Francisco Chapter, Na- | 
tional Office Management Association. | 


Place: Sheraton Palace Hotel. 


1955 Eastern Joint Computer Confer- 
ence and Exhibition. Boston, Novem- 
ber 7-9. 

Sponsors: American Institute of Elec- 
trical Engineers; Institute of Radio En- 
gineering; Association for Computing 
Machinery. Place: Hotel Statler. 


International Automation Exposition. 
Chicago, November 14-17. 

Sponsor: The International Automa- 
tion Exposition. Place: Navy Pier. 


Air Conditioning and Refrigeration 
Exposition. Atlantic City, November, 
28-December 1. 

Sponsor: Air-Conditioning and Refrig- 


eration Institute. 


Burroughs Corp. acquires 
The Todd Co. 


Burroughs Corp., Detroit manufac- 
turer of accounting and figuring equip- 
ment, electronic computers and com- 
ponents, and other business machines 
and equipment, has acquired The 
Todd Co., Inc., of Rochester, N. Y., 
maker of check writers, check signers, 
safety paper, and other protective de- 
vices. The plan was approved by Todd 
stockholders on June 3rd. 

John S. Coleman, president of Bur- 
roughs, and George L. Todd, president 
of the new subsidiary, stated that al- 
though the products of the two com- 
panies are not competitive, both com- 
panies have been serving substantially 
the same customers for many years. 
Their statement said, “For some time 
we have been collaborating on comple- 
mentary research in our respective 
fields, and we have found that the spe- 
cial experience and interests of each 
company have in a real sense supple- 
mented the work of the other. Under 
the [new] arrangement, this kind of 
cooperative effort will be even more 
effective.” 

The Todd Co. will now conduct its 
activities as an operating subsidiary of 
Burroughs, with its own research, sales, 
and manufacturing organization. Todd 
officers, management, and personnel 
will continue in their present capaci- 
ties. 

Todd also operates two wholly 
owned susidiaries, an export sales 
company, and a marketing subsidiary 
in Canada. 
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Electric, sta 
odels two years © 2 f 

old. First class condition. 

$3580 new. Call 5-7126. 


Big story in a want oie 


Four electric billing machines for sale... because the 
invoicing formerly done by four girls is being done by one— 


with an Ozalid machine! Saving $700 a month! 


How? Salesmen write their orders 
on translucent paper forms. Prices, 
extensions, directions, and terms are 
added. Ozalid copies serve as invoices, 
bills of lading, sales records, etc. 

Ozalid makes exact, clear copies of 
anything typed, written, printed or 
drawn on any translucent (lets light 
through) material—without negatives, 
stencil, messy developing. The copy is 
made in less than a minute, costs less 
than 2¢. And anybody can use an 
Ozalid machine. 

Ozalid gets rid of hand copying, 
retyping, transcribing or redrawing — 
saves time spent on repetitive tasks. 


OZALID 


BAMBINO (right) is the smallest, fastest, 
low-priced office copying machine; will make 200 copies 
an hour, as wide as 9” for less than 2¢ a copy. 


And makes quick copies of bulletins, 
reports, memos, letters, charts, etc. 

Ozalid-copied requisitions are used 
as purchase orders, vouchers, debit 
memos, receiving records—often save 
discounts as well as time. 


Any office can save time, cut costs 
with Ozalid. For a demonstration, call 
any Ozalid distributor (see phone 
book). Or write 189 Ozaway, Johnson 
City, N. Y. In Canada, Hughes Owens 
Co., Ltd., Montreal. 


OzaL —A_ Division of General 
Aniline & Film Corporation... From 
Research to Reality 
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Association News 


THE AMERICAN INSTITUTE of 
Accountants has submitted the follow- 
ing nominations for consideration at 
the Institute’s annual meeting next 
October: For president, John H. Ze- 
bley, Jr., CPA, of Philadelphia; for vice 
presidents: Dixon Fagerberg, Jr., John 
A. Lindquist, J. S. Seidman, and 
Robert E. Witschey. William M. Black 
was nominated for re-election as 
treasurer. 


THE SAN DIEGO CHAPTER, Na- 
tional Office Management Association, 
has recently elected new officers. The 
new president is James F. Hopkins, 
manager of office services, Convair. He 
succeeds Dr. E. Dana Gibson, professor 
of business administration at San 
Diego State College. Other officers 
elected were George W. McMaster, 
first vice president; Miss Mary B. 
Biewener, second vice president; J. E. 
Hall, treasurer; Miss Viola Stroup, 
recording secretary; and Daniel H. 
Gibbs, corresponding secretary. 


THE CONTROLLERS INSTITUTE 
of America has made public the list of 
its new officers. Robert N. Wallis, 
treasurer, Dennison Mfg. Co., Fram- 
ingham, Mass., will be the new presi- 
dent, effective September 1, succeeding 
C. R. Fay, vice president and comptrol- 
ler, Pittsburgh Glass Co., Pittsburgh. 
Mr. Fay will become chairman of the 
board of directors. Vice presidents for 
the next fiscal year will be William A. 
Crichley, Irving D. Dawes, Donald H. 
Dalbeck, Charles H. Gordon, Harry C. 
Hahn, F, G. Hawthorne, George H. 
Hetley, Joseph - Huehn, Lewis E. 
Frensley, and C. C. Lay. In addition, 
Stuart W. McLaughlin, was re-elected 
treasurer, Herbert M. Kelton was 
named assistant treasurer, and Paul 
Haase, managing director, was re- 
elected secretary. 


THE MILWAUKEE CHAPTER of 
the National Office Management Asso- 
ciation has elected the following new 
officers: President, Philip K. Berger, of 
Blue Cross; first vice president, Everett 
J. Moen; second vice president, David 
Saewert; secretary, Robert C. Darling; 
and treasurer, Car] Hartkopf. 


THE TRANSCRIPTION SUPER- 
VISORS’ Association of New York has 
installed new officers for 1955/56. 
They are: Theresa C. Landquist, su- 
pervisor of stenographic service, Ebasco 
Services, Inc., New York, president; 
Loretta F. Spacek, first vice president; 
Dorothy J. Quinn, second vice presi- 
dent; Helen J, Lasko, corresponding 
secretary; Lillian N. Coyne, recording 
secretary; Marjorie M. Taylor, treas- 
urer; and Catherine T. Fitzgerald, 
assistant treasurer. 


THE NATIONAL ASSOCIATION 
of Cost Accountants announces that 
Charles R, Israel, treasurer of the 
Aero Mayflower Transit Co., Indi- 
anapolis, has been elected president for 
1955/56. Eight vice presidents were 
also elected: Sterling K. Atkinson, 
Thomas P. Fleming, Milton Hudders, 
Moritz E. Pape, Robert C. Perry, Ni- 
cholas St. Peter, J. Kiernan White, and 
Leonard O. Zick. The new treasurer 
will be Philip J. Warner. 


THE OFFICE MANAGEMENT 
Association of Chicago met for a 
luncheon meeting on May 5th at the 


PLYMOUTH RUBBER BANDS 


OUTSTRETCH |. OUTLAST... OUTSELL . 


@ Bands for Every Purpose 


@ We'll Make Them for . 
Your Special Needs 
AVAVLABLE. AT YOUR REGULAR , 
diederd Bands Made to Federal Specifications 


YMOUTH RUBBER COMPANY, Inc., 


ORAICH VALET 


Whatever your wardrobe or “‘locker”’ require- 
ments, these new modern units will fit your 
needs efficiently —will save floor space, keep 


“‘wraps” aired, 
sizes, types and finishes to fit in any avail- 
able space, to provide a 4 desired capacity. 
All are smartly design 


dry and in press; come in 


sturdily built of 
welded furniture steel; stand 
rigidly—never sag or wobble. 


. ALL OTHERS 


Canton, Mass. 


VOGEL-PETERSON CO. 


“The Coat Rack People” 
1121 West 37th Street . 


Checkerette racks offer spe- 
cial advantages for company 
cafeterias, stockholders 
meetings, sales meetings etc. 
They can be set up anywhere 
Sin a minute, without 
| tools ... can be stored 
away like folding 
chairs when not in use. 


Write for Catalog 61 


CHICAGO 9, ILL. 
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BUSINESS FORMS 


HAVE Secrgla? 


if you WANT CONFIDENTIAL informa- 
tion omitted from certain pages of your 
business forms, use the modern, effi- 
cient, foolproof method: 


By a special American Lithofold 
process desensitized areas (“Secret 
Spots’’) effectively prevent entries 


from carrying through. regardless 
of pressure. Many advantages over 
block-outs. cut-outs. carbon spots 
and other previous methods! 

@ Provides positive, accurate deletion of 
desired information 


@ Applied anywhere on the carbon paper 


d —in spots of any number, size and 
shape 
@ Can be varied for each part of the 
form 
3 @ Does not deface or soil the form 


@ Leaves open areas available for 
printed instructions, advertising, 
records, etc. 


Available on: 


LITHOSTRIP marginally punched, 
continuously interleaved forms 


LITHOSET one-time carbon sets 


“ware TODAY for full details and 
‘ i FREE SAMPLE SET 


500 BITTNER ST ST. LOUIS 15, MO 
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Morrison Hotel. The meeting was de- 
voted to a discussion of “What Is Your 
Supervision Score?” The speakers 
were William H. Yates, financial and 
management consultant, and Joseph S. 
Landon, operation personnel manager 
for U. S. Gypsum Co., who presented 
various aspects of the main subject. 


THE NATIONAL OFFICE Manage- 
ment Association attained a member- 
ship total of 15,000 recently, when 
Maynard F. Lydiard, Jr., of the Na- 
tional Hartford Group, Hartford, 
Conn., joined the Hartford chapter. 


THE CHICAGO CHAPTER of the 
Systems and Procedures Association of 
America has announced the election of 
Wallace M. Carrithers as its president. 
Mr. Carrithers is assistant controller- 
procedures and services, for the A. B. 
Dick Co., Chicago. 


THE OFFICE EXECUTIVES Asso- 
ciation of New York concluded its offi- 
cial activities for the summer with a 
guided tour of the Manufacturers 
Trust Company’s new glass bank 
building at 43rd St. and Fifth Avenue 
on June 8th. 


People in the News 


JAMES L. PEIRCE, vice president and 
controller, A. B. Dick Co., was 
selected by the Controllers Institute of 
America to address that organization’s 
Mid-Western Regional Conference in 
Minneapolis during the first week of 
June. Mr. Peirce’s subject was “Con- 
trollership Motivation.” 


ROBERT P. MACNEIL has joined the 
Arnot Jamestown Div., Aetna Steel 
Products Corp., as research coordina- 
tor. Previously he was head of the 
Human Factors Section, Electric Boat 
Div., General Dynamics Corp. 


FRANK J. LORD has been elected 
comptroller of the Polaroid Corp. In 
his new post he will also retain his 
titles and duties as assistant treasurer 
and assistant secretary. Mr. Lord 
joined the company in 1939 as office 
manager. 


ROBERT ABBOTT has been ap 
pointed general sales manager of the 
Voicewriter Division, Thomas A. Edi- 
son, Inc. 


‘of any record for less than 4¢ each. 


Hand her a letter, 
a news clipping, 
any office 
record... 


She'll make 3 
photo-exact copies 
in 1 minute 


‘THOUSANDS of companies are 
speeding routines with the complete- 
ly different Kodak Verifax Copier. 
Costs only $240 . . . makes 3 copies 


What it saves in one month often ex- 
ceeds its cost. Let’s consider the savings 
for you and your secretary alone. 

(0 You'll seldom have to dictate a let- 
ter which, for the most part, quotes 
one you have received. 
(1 You'll never be short of copies at 
meetings. 
(0 You'll never have to wait for extra 
carbons to be typed . . . or for your 
“only copy” to be returned. 
(0 You won't have to send your rec- 
ords out of the office to be copied. 
(0 Your secretary will save at least a 
half-hour in copying just one report. 
(0 She won't have to proofread ... 
Verifax copies are photo-exact. 
(0 She'll double your savings on dicta- 
tion—won't have to take notes and then 
transcribe. 
In short, the sav- 
ings on your job 
and hers in one 
month should ex- 
©. ceed the $240 cost 
of a Kodak Verifax 
Copier . . . without 
even consider- 
ing compar- 
able savings 
of others in 
your office, 


KODAK VERIFAX COPIER 
only $240 
—— MAIL COUPON TODAY ~ 


Eastman Kodak Company t= 
Business Photo Methods Div. + 
Rochester 4, N. Y. 

Please send information about Verifax 
copying and names of near-by dealers. 
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Name 


Position 


City. State. 
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People in the News 
(Continued) 


PITNEY-BOWES, INC. has an- 
nounced the re-election of the follow- 
ing officers: Walter H. Wheeler, Jr., 
president; William F. Bernart, execu- 
tive vice president; Harold Camp, 
secretary and vice president for finance; 
John H. Pratt, vice president for 
manufacturing; Harry M. Nordberg, 
vice president for sales and _ service; 
Simeon W. Sells, vice president, with 
special responsibilities for government 
relations; John O. Nicklis, treasurer; 
E. V. McDonough, comptroller; and 
Reinhold W. Marschall, assistant sec- 
retary and assistant treasurer. 


TED RIETESEL has been named sales 
manager of Peirce Dictation Systems, 
Chicago manufacturer of dictating 
equipment. 


MERCER V. WHITE, JR., comp- 
troller and assistant treasurer, Smith- 
Corona Inc., has been elected a mem- 
ber of the Controllers Institute of 
America. 


KENNETH M. HENDERSON, pres- 
ident of Ditto, Inc., Chicago manufac- 
turer of duplicating equipment and 
supplies, has been named chairman of 
the Board of Overseers of Dartmouth 
College’s Amos Tuck 
School of Business 
Administration. 

It was also an- 
nounced by Ditto 
that Scott Harrod 
has been appointed 
vice president of fi- 
nance. Mr. Harrod 

Kenneth M. moves to his new 

Henderson post from that of sec- 
retary and treasurer of the Bell & 
Howell Co. 

Another new assignment is that of 
Robert B. Finley as manager of the 
systems department. Mr. Finley suc- 
ceeds Henry |]. Morton, who is retiring 
after thirty years of service with Ditto. 
Mr. Finley previously was with the 
McBee Co. in New York. 


WILLIAM E. SMITH has been elect- 
ed vice president in charge of purchas- 
ing for The Mitchell Mfg. Co. Mr. 
Smith has been with the company 
since 1946 as director of purchasing. 


ALAN C. NEGUS has been elected a 


vice president of the National Records 
Management Council, Inc. He will be 
in charge of the West Coast operations 
of NRMC. Mr. Negus has been with 
the Council since 1950. 


ELBERT R. FAUST has been elected 
vice president in charge of manufac- 
turing for Waterman Pen Co. He 


moves to his new post from the 
H. M. Harper Co, 


Forms— 
(From page 24) 


terpreting will show the date, employee 
name, rack number, pocket number, 
shift, department and employee master 
number. The cards, with a tabulated 
listing of them, are sent to the appro- 
priate timekeepers, who distribute 
them to the time card racks. 

Upon arriving at work, the em- 
ployee “rings in” the card on a time 
clock. The master number is hand 
metered on the reverse side. This pro- 
cedure guarantees that the employee 
has the proper card. The card is then 
carried with the employee for the en- 
tire day. 

For each job, the employee writes 


INSTANT, AUTOMATIC, 
ADJUSTABLE... 


... and costs no more ! ! ! 


70 


Again Dependable's exclusive INSTANT, AUTO- 
MATIC ADJUSTABLE feature leads in office equip- 
ment. Both stand and chair have NEW plastic Phen- 
olic Base. You pay no more—yet, you get greater 
comfort and far more efficiency! Ask your dealer 
for free trial. If dealer not available, write — 


DEPENDABLE MANUFACTURING COMPANY 
New Factory at Bellevue, Nebraska 


The Business Game goes smoothly 


or “Nertica 
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Records 


STEEL 

SIGRAS ,, 
for “nfsiole 
Systems 


Write for free color folders 
on Graffco Products. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 
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pertinent information on the reverse 
side. This includes actual hours, ac- 
count mumber, department charged, 
job number, operation number and 
pieces. If an employee works on more 
than eight jobs in a day a supplemen- 
tary card is provided. At the end of 
the day, the employee “rings out” and 
replaces the card in the rack. 

The supervisor collects the cards, 
edits and approves them, approves 
overtime separately, and gives them to 
the timekeeper. The timekeeper 
checks the number of cards against the 
original listing and posts the total 
elapsed working time next to the 
“clock ring” lines. He then performs 
the following operations: 

He adds the actual job hours to 
match with the clock rings. He checks 
the job numbers and operation codes 
with a master routing book and posts 
the standard rates in the left column. 
He posts hours worked to an atten- 
dance report or journal for personal 
records. 

He groups cards by hours worked 
such as 8 hour, 7 hour, etc. He puts 
a master batch card on top of each 
group and mark senses the individual 
and total hours worked on it. He 
sends the batches of cards to tabulat- 
ing. 


Tabulating department procedure 


The tabulating department processes 
these cards as follows: 

1. Cards are run through an IBM 
519 machine to interpret the mark 
sensing, and gang punch total hours 
on each time card. 

2. All cards are put through an IBM 
407 machine for zero balancing the 
batch and individual cards. 

3. Batch cards are separated and to- 
tals listed for later tie-in to payroll 
cards. 

4. Time cards are given to key 
punch operators who punch a job card 
for every job entry on the reverse side 
of the time card. Cards are then veri- 
fied and time cards are inserted di- 
rectly behind the tab cards as verify- 
ing progresses. 

5. Time and job cards are then pro- 
cessed backwards through an IBM 604 
calculator which performs the follow- 
ing six operations simultaneously: 

a. Gang punches all identifying in- 
formation on job cards. 

b. Multiplies and punches rate times 
pieces for standard hours earned on 
job cards. 

c. Divides standard hours by actual 
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hours to punch efficiency percentage 
by operator in last card only. 

d. If blank appears in rate column 
(no standard rate available), a fixed ef- 
ficiency rate is forced and punched. 

e. Distinguishes productive from un- 
productive cards, and omits actual 
hours from percent efficiencies in latter 
case. 

f. Recognizes a number of special 
designating codes, such as incomplete 
pieces, excessive standards, etc., and 
catalogues accordingly. 

6. Time Cards are then sorted and 
sent to Payroll. These are payroll cards 
from now on, the job cost functions 
having been extracted and reproduced. 
The entire payroll function is done on 
tabulating with these cards as a basis. 

7. Job cards are sorted by home de- 
partment, by shift, by man. 

Job cards are then run through an 
IBM 407 machine and tabulated for 
printing the Daily Factory Labor Dis- 
tribution and Efficiency Report. This 
is the new Moore three-part form 
which has been engineered for the 
closest tolerance possible in order to 
handle the enormous amount of need- 
ed information. 

All 120 type bars are used on the 


IBM 407. Fifty-four vertical rules ap- 
pear on the form, every one of which is 
between print wheels. This has been 
made possible with the new manufac- 
turing methods used to produce the 
form. The construction of the form 
permits immediate decollating after 
printing with no extra steps. 

One line of each job per employee, 
containing actual and standard hours, 
pieces, department charged, etc., is 
printed on this form. The hours are 
distributed to the proper accounting 
column. The percent efficiency appears 
for the employee’s total day. Total 
department figures are printed after 
the last man. Provision is also made at 
the bottom for an easy hand calcula- 
tion of the departmental efficiency. 

After the form is printed, it is run 
through a Moore Waterfall Decollator. 

Part 1 is sent to the Department 
Supervisor for his immediate control 
over jobs and workers. He receives 
this on the second day after cards are 
turned in. 

Part 2 is sent to the Industrial En- 
gineering Department for a current 
and accurate guide and check for time 
studies and standards. This was never 


available before. 


eee 


FOR BINDING TOGETHER 
LOOSE LEAF RECORDS 
USED IN 


WA, a ok i 
Tena aa 


Smead's Pressboard Binder 
Covers are a convenient, at- 
tractive, practical and eco- 
nomical method of binding to- 
gether the many varied Loose 
Leaf records used in your 
daily’ work. Flexibility of 
cdpecity and orderly ar- 
rangement of papers is ob- 


tained by the use of Prong Fasteners which are installed in cloth bound flanges of 
these covers. The front-top cover has an embossed title pone! which is provided for 
titles either by the use of Labels, Printing, or Gold or Silver Stamping. A die cut label 


with border design is furnished with each binder. 
The Genuine Pressboard from which these Binder 
Covers are made may be had in a choice of Red, 
Black, Grey, Green or Blue. Carried in stock in 


SEE YOUR STATIONER 


19 sizes. 


SPECIFY SMEAD 
“OR WRITE 


SMEAD MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA 


The Smead Manufacturing Co. Inc. 
| Hastings, Minnesota 


Please send me a free sample of your 
| Pressboord Binder Cover. 


| Color Wanted _ = 


| OO —— 

| ——————— _—_—— 

| Address —————— — 
City Stote 
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Part 3 is forwarded to the Budget 
Co-ordinator for labor expense control 
purposes. 

When this form is tabulated, cards 
are summary punched for depart- 
mental totals. 

Aside from the well-known advan- 
tages of mechanization and standard- 
ization, this new system of combining 
the job and time cards, plus the unique 
Daily Efficiency Report, has brought 
the following results for Thompson 
Products: 

1. Management has complete control 
over vital labor statistics formerly in- 
accurate or unavailable. 

2. Accuracy has improved ten-fold. 

3. Timekeeping hours have been re- 
duced by 528 hours a day or $15,000 
a month, covering approximately 3,000 
office employees and from 12,000 to 15,- 
000 factory workers. 

4. Forms have been reduced from 
five to one. This, alone, has saved 
$100,000 a year in form costs. 

5. Only six key punch operators 
were added, but 13 job cards per man 
have been eliminated. 

6. Machine operators’ valuable time 
is not wasted on paper work. 

7. Form construction has saved 8 


man hours a day in decollating time 
alone. 

8. The Standards Department can 
establish rates far more accurately, and 
spot discrepancies immediately. 

9. Paper work eliminated for the 
Budget Department has saved 48 man 
hours a day. 


Mechanization— 
(From page 46) 


the same slips. Net totals of cash and 
credits must tie in with figures devel- 
oped from the cash registers. 

Since each deparment is represented 
by a key on the Sales Audit Machine, 
a natural question would be: “Suppose 
we have more departments than there 
are keys on the machine; what then?” 

As a matter of fact, we have that 
situation here; I have not mentioned 
it until now in order not to confuse 
the system explanation. Referring to 
Figures 1 and 2, it will be noticed 
that the machine totals do not take 
care of the classifications from C-5 to 
C-30 (Men’s Suits to Formal Wear). 

This problem is very easily solved 
by having the operator make a sepa- 
rate “run” for this audit. She simply 


uses the first 6 keys on the machine 
in order to get a 6way classification. 

Incidentally, it may seem that the 
machine operator would have a diffi- 
cult time in remembering “which code 
equals which department”—but this 
is not at all the case. After a few 
days on the machine, depression of 
the proper department classification 
key becomes literally automatic, and is 
no problem whatever. 

Last year, almost 500,000 sales checks 
were processed in our Sales Audit De- 
partment. At peak periods, about 
7,000 are run through each day. These 
figures are given to illustrate the vol- 
ume that may be handled through 
this equipment. However, in many in- 
stances a store doing half of this vol- 
ume or even less might be justified in 
adopting this system on a time saved 
basis. 

For instance, a store handling 100,- 
000 sales slips a year, but employing 
two or more people on this work, 
could save a substantial amount of 
money through mechanization. At the 
same time, the type of records pro- 
duced and the accuracy of the work 
are beyond comparison with hand 
methods of any kind. 
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DIFFERENT TYPES 
OF INDUSTRIAL 
BINS AND STEEL 
SHELVING TO 
MEET EVERY 
REQUIREMENT 


Write for the name of your local Otis 


dealer and new complete catalogue. 


‘Otis 


Steel Products Corporation 
Ellicottville, N. Y. 


sett 


them at the 
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WHEN THE ORDERS POUR IN... 
CAN YOU GET THEM OUT? 


There’s big business ahead and with the 
scarcity of good office help many offices are 
getting snowed under. Do you know the new 
equipment and techniques that enable fewer 
people to handle more volume? Learn all about 


NATIONAL BUSINESS SHOW 


OCT. 24th THRU 28th, 1955 


RUDOLPH LANG, Managing Director 
33 West 42nd Street * New York 36, New York 


1-10 PM DAILY 
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Computers— 
(From page 16) 


500 employees. But to start such a 
company would take considerable time 
and money merely to staff its upper 
echelons. It would take at the very 
least two years to build and put into 
operation such a pliant. And then, of 
course, customers would have to be 


developed.” 


Overall company objectives are not 
an easy thing for a corporate group to 
define, Charles L. Huston, Jr., presi- 
dent of Lukens Steel Company, told 
the AMA group in the first talk on 
the closing day of the conference, 
Wednesday, May 25. But his company 
has attempted it, and has worked out 
as its “bedrock objectives: 

1. To promote reasonable and im- 
proving corporate earnings through 
productive effort applied primarily but 
not limited to the manufacture of steel 
plate, steel plate specialties, fabricated 
parts, and partially or fully assembled 
units. 

2. To conduct the business in a man- 
ner that earns for the company recog- 
nition as a constructive and honorable 
corporate citizen in its relations, de- 
signed to be mutually profitable, with 


stockholders, employees, customers, sup- 
pliers, community, and government. 
The second Wednesday speaker, Dr. 
Rensis Likert, Director, Survey Research 
Center, University of Michigan, in dis- 
cussing ways of increasing industrial 
productivity, declared that neither “sci- 
entific management” nor “human rela- 
tions” is the final answer, but that some 
combination of the two, as yet unform- 
ulated, would seem to be the answer. 


Humanities training given 


Knowing people rather than just 
knowing the business is becoming in- 
creasingly important at higher manage- 
ment levels; John Markle, II, Vice Pres- 
ident—Personnel, Bell Telephone Com- 
pany of Pennsylvania, the third 
Wednesday speaker, declared. 

“The really perplexing problems that 
we face today,” he declared, “and will 
continue to face in the future are in 
the field of human relations. We feel 
the increasing effect of social, political, 
and economic changes, and thus a busi- 
ness has to consider itself in relation 
to the community, to the nation, and to 
the world, as well as its position within 
its industry.” 

In an effort to develop future higher 
management people equipped with a 


broad viewpoint, rather than a narrow 
field of specialization only, Bell has 
launched a management education 
problem in the humanities in coopera- 
tion with the University of Pennsyl- 
vania, the speaker declared. No busi- 
ness studies are included in the courses. 
Objectives of the educational pro- 
gram, Mr. Markle explained, are: 


“1. To enable a future executive to 
understand and interpret the social, 
political and economic changes that will 
influence the problems of corporate 
management to an increasingly greater 
degree in the future; 2. to indicate the 
importance, impact, and use of history, 
science, philosophy, and the arts in the 
world today, particularly as they in- 
fluence large groups of people such as 
employees, stockholders, and custom- 
ers; 3. to motivate the participants in 
the program to accept the concept of 
intellectual activity as a never-ending 
process to be continued through life; 
4. to balance with a humanistic back- 
ground the almost complete attention 
generally given by younger personnel 
in the business to acquiring technical 
knowledge and competence as a result 
of working in an atmosphere of intense 
competition with other individuals; and 
5. to offset a tendency to overconform- 


Easy height adjustment “levels” 
your Leopold for “‘conference- * 


comfort’’—commodious Dulux 
finished top and DensiwooD legs 
resist wear. Warm, natural grain 
wood adds distinction to your 
office interior. 


Ask your Leopold Dealer for com- 
plete office planning service. Write 


us for his name and address. 


THE Leopold « OM PANY scemver: wood ottice Furniture institute w 


BURLINGTON, IOWA 
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ity which is bound to occur in a busi- 
ness that is highly specialized and that 
promotes almost entirely from within 
the organization.” 

The future of this civilization, Mr. 
Markle concluded, “depends upon the 
re-establishment and continuance of a 
high degree of leadership. This being 
the case, then, don’t we have to train 
the next generation to be able to cope 
with the social as well as the usual 
business problems? Don’t we have to 


dividual rather than statistical justice.” 

The United States, he pointed out, 
now provides an adequate standard of 
living for more individuals than any 
previous society, but those who are left 
out are demanding to be heard. In- 
creasingly, he said those who admin- 
ister the economy must see to it that 
money goes “where it needs to go.” 
They must learn to apply a social as 
well as a commercial test to the ques- 
tion of what constitutes good business. 


into a government-controlled field. “Ex- 
perimental orders’ from government to 
industry have brought with them the 
results of this research, a ‘franchise’ 
given to a few large companies. In 
four or five years, we will have a few 
large groups as proprietors of this tech- 
nical know-how—a private enterprise 
system superimposed on a common 
body of knowledge developed largely 
by the taxpayers’ capital.” 

As a result of such trends, Berle de- 


motivate them to assume such respon- - . me clared, businessmen are no longer “gay 
ae sibilities? This is an experiment in Enterprise not merely private entrepreneurs,” but administrators op- 
hd that direction. At least we are trying “In our country,” the speaker de- erating a social system on which the 
ee to make a contribution to meeting  clared, “enterprise is no longer merely | community has come to rely. “Small 
? what we think is currently the most private. It does include competition, | companies can go out of business— 
4 important problem facing the corporate — which helps us to avoid, except in the but not United States Steel. We are 
future.” largest companies, the bureaucratic all locked into this business.” 
The concluding speaker for the two- deadlines of socialism. But this com- These developments, Mr. Berle point- 
and-a-half day conference was A. A. petition exists within the framework ed out, throw heavy responsibilities on 
Berle, Jr., Professor of Law, Columbia of a planned economy.” business in the economic, social, and 
University, and assistant secretary of American industry today is concen- technical areas. The United States 
* state during President Roosevelt’s sec- trated within a relatively few major leads the world in engineering and ap- 
ond and third terms. Speaking at the | companies as it has never been before, _ plications of research, he declared, but 
concluding luncheon of the conference, the speaker noted. Forty-five per cent in pure scientific research, it is already 
Mr. Berle said that the twentieth cen- of American manufacturing is carried far behind Western Europe. 
tury “capitalist revolution” has more — on by 135 corporations. “Now we need the men who throw 
in common with socialist and related “In the electronics industry, for ex- out lines beyond any dream of applica- 
revolutions in other countries than is ample,” the speaker continued, “sci- tion; the long-hair is your savior and 
generally realized, and that it now _ entific knowledge developed by gov- your life-line,” he told the top manage- 
faces a new pressing demand—“for in- ernment research has been accumulated ment group. 
es 
- 
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a —— _ nobody has to 
be be when it comes time 
to replace worn, dull 
“sr cutters in your Apsco ; : ‘ “ 
a. Pencil Sharpeners. Apsco Photo taken in Cost Dept., Becton, Dickinson & Co., Rutherford, N. J. 
=. now offers the revolu- 
: a DENOMINATOR Saves 50% Clerical Analysis 
gu Time on Production Inspection Reject Reports 
if - “complete” cutter head assembly. Becton, Dickinson & Co., manufacturers of high quality surgical in- 


struments, take exceptional care in the production of their products. 


In one convenient, clean operation, you eliminate the For example, inspection tickets—attached to all batches of glass 


if : messy, time-consuming task of changing sharpener cut- 


| : syringe parts—list 20 possible reasons for rejection. Record of actual 
4 ters. Ask your stationer for a demonstra- rejects is made as these tickets move with the work. 

ss tion—then order and stock an adequate ; 

its. ? supply for quick, easy replacement. Weekly analysis of over 3000 reject tickets formerly required two 


operators—now only one operator is required, using a 20 unit 
Specify, too, Apsco Pencil Denominator! 
7 a Sharpeners, Staplers, and 
ne, Punches. It costs less to 


: buy the best. 


What's your sort-and-count problem? For free illus- 


trated brochure write Dept. OM-54 


_ The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, JN. Y. 
” Moneigiaiie of Tabulating Machines for 40 years 


Apsco products inc. 


ais ts P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 
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OFFICE MANAGEM ENT 


now delivers (with He May 1955 issue) mone than 


20,000° 
NET PAID CIRCULATION 


“Subject to A.B.C. audit 


ee ee 


RRR RA RRR Ras + 


ee ee ee 


The key to the volume market for 
office equipment, systems, supplies 


20,000 
19,000 


18,000 
17,000 f- 
REACHES THE MEN WITH THE “OKAY” 16,000 
IN THE NATION'S LARGEST OFFICES 15,000 yA 


OFFICE MANAGEMENT is the specialized 
publication devoted to the needs of Amer- 


14,000 a 


ica’s key management executives concerned 13,000 
with office administration . . . 20,000 men, 

: ad 12,000 
regardless of title, who initiate and okay the 
purchases of office equipment, office ma- 11,000 ; 


chines, office furniture, systems and services 


in the nation’s largest offices. Each of 1000 
See suciniions tain: Se Glam ak MAY SEPT. DEC. MAR. JUNE SEPT. DEC. MAR. MAY 
Sawuee tnktaraament tule ie 1953 1953 1953 1954 1954 1954 1954 1955 1955 
NEEDS it and WANTS it. 
é SERVICE THAT WINS AND HOLDS Circulation Growth Unparalleled in the Office red 


READER INTEREST AND LOYALTY The graph shown above indicates drama- 


In a period of dramatic growth, OFFICE tically the pace of OFFICE MANAGE- 
MANAGEMENT’s renewal rate stands at MENT’S growth that has outstripped the 


F . entire field in paid circulation in the spe- 
67.49%! This acceptance is based on an cialized office market. It points up the 


indispensable editorial service that is first vital role OFFICE MANAGEMENT is 
with the newest and latest on practical playing and the acceptance it has been 
“know how.” Take for instance, AUTOMA- accorded. Editorial features are geared 
TION IN THE OFFICE. OFFICE MAN. to the interests of America’s big buyers of 


office installations, equipment, supplies . 


AGEMENT long ago seized the initiative in industrial firms, insurance companies, 
and is the AUTHORITY on this subject. . . etc. 

spearhead for its promotion. It is the sponsor Send for complete data on OFFICE MANAGE- 
of the Office of the Year Awards, MENT ...key to a multi-billion dollar market! 


Src. oat Bosier. McAllister Publications — Foplisnere | sin 
212 FIFTH AVENUE + NEW YORK 1 
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WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS.............. Model #7200, 7800, M-215, M-222, M-235, M-806 
BURROUGHS—SENSIMATICS. ....... 0.6. ccc cee wrens $FI00, F200, F300, — 


ee CASH REGISTERS $1500, 6000 C 
N.C.R. PROOF & ANALYSIS.. eit, 20417 (135), ‘22115 (ia) 
30612 (1242) | 


8 23—40,000 
UP), - de (e2l). (630) 


i ; N.C.R INSTALLMENT POSTING. . “ga2206 (64 
es . CE. Oe EEO. sop cacvcactcdven 3i—10—10 (18) 20° 700,000 & over 
i avidin cabesccusie dda vuee-a.cape Rees s204091" "$600,000 & over 
é els han a nck binned a wes fe 1k See £Y175,000 & over 
BRANDT COIN MACHINES—Model.......... 260, 61, 100, 101, 150, 200, 20! 
I nse oxdaderusnscesectacsstsvesesseccacesenese Size 5x8 only 


; Advise Complete Model & Serial Numbers 
: for Our Quotations 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
Furniture, Kardex, Acme, Postindex. Will exceed manufacturer’s trade- 


in allowances. Write, ee +. National Office Equipment Co., 429 
B St., New York 13 
be L. A. PEARL COMPANY ae ae 
Pie Dept. 3M, 140 West 42nd Street New York 36, N. Y. BURROU GHS BOOKKEEPING MACHINE, Serial sggroanes. Ueod . 
RS BRyant 9-1459 Wisconsin 7-1220-1-2 only about one year. Completely c e 4 urroughs Compan 
; x ter keyboard, seven register machine. ew cost about $4,000. ill 
: DEALERS IN USED ACCOUNTING MACHINES pk _* $500. Conewango Service, Randolph, New York. 
‘ WOLTILETE, PE mhby ney | WANED. scr. yo Aa Type ' 
k hh onts: get list. Adamms Co., 656 Broadway, N. Y. C. 
Kd a> Wherever Sorting Is Necessary 
; “"SHORTER"’ Space at — FILING - BILLING REMINGTON RAND PUNCHED CARD and Tebulating potent 
ute "SHORTER" Cost ———— wanted in working condition or separate wiring units. O. 
ae —S= ENTERING - DISTRIBUTING 
J PITNEY BOWES Stamping & Sealing Machine, identical to new Model, 
— | SORTS $65.00, sacrifice. International Firearms Co., 22 Kingman St., St. Albans, 
oe <a | ALPHABETICALLY - MONTHLY Vermont. 
s Sea DAILY - NUMERICALLY BY 5's ae 


made of 2” MAHOGANY PRESSBOARD 
; with ¥%4” clear, insertable TABBING 
and EXPANDABLE CHICAGO SCREWS 
#25-61—25 Division—for cheques 
and slips $5.45 
#25-1—25 Division—general use $5.95 
#31-10I—31 Division—general use 


#50-10I—50 Division—special use 
$10.95 


_RECORDPLATE co. 


16 E. HOLLY ST., PASADENA_1, CALIF. 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 


EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 

Mr. Stationer, recommend BEACH'S 
to your customers. They are now 
more important than ever! 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 


Position Wanted 


AVAILABLE: OFFICE MANAGERS, EXECUTIVES, Accountants, 
Controllers, Bookkeepers, Clerks, Trainees, etc. Maxwell Employment 
Agency, 130 W. 42nd St., New York City. LOngacre 4-1740 Extension 17. 


MANAGER large New York law office; excellent experience; complete 
responsibility. Mature, youthful, active. Seeks better outlet for abilities. 
Consider relocation. O.M 193. 


SYSTEMS ANALYST, MBA, Experienced, available project basis for 
adapting data processing to electronic computers, equipment evaluation, 
systems planning and simplification. O.M. 186. 


PURCHASING AGENT—8 years’ 
drugs, film, office supplies. 
to relocate. O.M. 190. 


experience in fine chemicals, crude 
Degree in Pharmaceutical Chemistry. Willing 


Position Available 


OFFICE MANAGER. A major nation-wide industrial producer in the 
non-ferrous metals field has excellent ¢ supervisory position in sales 
headquarters, Chicago, for well qualified man. Position involves respon- 
sibility for creating and implementing policy governing office procedures 
for national sales organization. Involves personal contact with sales and 
administrative managers. Qualifications must include degree in Business 
Administration, MBA preferred, and minimum five years’ experience as 
office administrator and supervisor. Must be in 30’s. Salary commen- 
surate with experience and qualifications. Excellent opportunities with 
fastest growing company in its field. Please send complete personal 
resume including age, present and required salary and a brief description 
of each office position—scope of responsibility, nature of company business, 
number of employees supervised, extent of oon contact, etc. All 
replies held in confidence. Reply to O.M. 19 


Business Opportunities & Services 


DOUBLE DUTY with Your Offset Duplicator! Prepare sparkling, pro- 
fessional- looking bulletins, sales letters, memos, direct mail, house organs, 
etc. right in your own office. Just clip and paste top quality, ready-to-use 


PROOFS 
DIE 


MAIL US YOUR. LETTERHEAD 
PROOF MAILED PROMPTLY 
NO OBLIGATION 


DEWBERRY ENGRAVING Co. 
801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of Fine Stationery 


art. Only pennies per drawing. Write for free sample “Clip Book”, full 
details. Harry Volk Art Studio, Pleasantville 45, ’ 
POOR PENMANSHIP CORRECTED in 10 hours with “OZ” Hand 
Guides. No failures. Details Free. “OZ’’, Box 665, (30P) St. Louis, Mo. 


WE DESIGN, EDIT—and Produce House Ma azines for business or- 
ganizations in the East—employee or external. fe perform all editorial 
functions—see each issue through to completion. Also skilled in yoo 
tion and prestaention of office reports. Kim Darby & Associates, 5 Beek- 
man St., New York 38, N. Y. 

— 


Office Managers! Purchasing Agents! 


Do you have unused office equipment for sale? 
The classified section of OFFICE MANAGE- 
MENT can be of service to you. Our closing 
date is Sth of month preceding publication. 


OFFICE MANAGEMENT, 212 Sth Ave., N. Y. 10, N. Y. 
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Catalogs, Booklets, Brochures 
for the office 


Washroom Maintenance Manual 

Huntington Laboratories, Inc., Huntington, Ind. A four- 
page manual giving step-by-step routines for daily and 
weekly maintenance of public washrooms, including sug- 
gestions on cleaning various types of floors and surfaces. 


Punched Card Methods 
Remington Rand Inc., 315 Fourth 


: Ave., New York. Folder TM 930, on 
4 
how to get more from punched card 
methods with Remington Rand equip- 
a 


ment; has a chart showing complete 
line of machines, and functions they 
can perform. 


Document Perforation Equipment 

Cummins-Chicago Corp., 4740 N. Ravenswood Ave., Chi- 
cago. Fraud Prevention Through Document Perforation, 
a booklet by Richard H. Greenberg, and folders on perfora- 
tion equipment, numbering machines, and check devices. 


Order-Billing System 
Ditto, Inc., 2243 W. Harrison St., 
Chicago. An Order-Billing System 
That Does Everything, describes use 
of spirit duplication in ordering and 
billing; master is used to provide such 
items as duplicate shipping and production copies, order 
picking copies, tags and labels, unit analysis slips, duplicate 
billing, ledger, and collection copies, back order copies, etc. 


Airtube System 
Lamson Corp., Syracuse 1, N. Y. Four-page booklet on a 
newly-developed prefabricated Airtube system. 


Movable Partitions 

GR Products, Inc., 142 Federal Square Bldg., Grand 
Rapids, Mich. Two four-page catalogs on acoustical mov- 
able partitions and walls. 


Letterhead Design 

Parsons Paper Co., Sargeant St., 
Holyoke, Mass. Letterhead Design 
Manual, by Lester Beall, graphic arts 
designer, a portfolio giving principles 
of good letterhead design, and con- 
taining samples. 


Hanging Folders 
The Globe-Wernicke Co., Cincinnati 12. Folder on Verti- 
Swing hanging folders. 


Luminous Ceilings 

Luminous Ceilings Inc., 2500 W. North Ave., Chicago. 
Acusti-Luminus Ceiling — The Ceiling That Works for 
You!, a 16-page brochure on luminous ceilings. 
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SAVE TIME AND WORK IN YOUR OFFICE 


Mistakes You Can 
Forget About! 


The better and faster you can correct 
mistakes, the sooner you can forget about 
them! You don’t do this with inefficient 
erasers: Girls take more time to correct 
typing and shorthand errors, to remove 
originals and carbons from machines; 
often have to do work over. 


By contrast you SAVE with Weldon 
Roberts Erasers. Exactly suited shapes 
and textures for your requirements, calm 
stenos’ jitters, whisk away errors quickly, 
cleanly. ASK YOUR DEALER. 


WITH WELDON ROBERTS “MATCH-MATES" 


KNOW ERASERS AND HOW THEY CAN 
HELP YOU! In the Weldon Roberts line there’s 
a “match-mate” for practically every number. 
When you use the best-suited number for a 
given erasing use, you correct errors faster and 
The Weldon Roberts Jet Erasers 
illustrated are outstanding for erasing pencil, 
ink, typewriting and carbon copies without 


cleaner. 


“smearing”. 


JET ERASER. Convenient, cylindrical stick 


eraser in attractive, transparent holder. Tip 


unscrews so eraser can be moved outward. Pocket 
clip style: No. 825, red rubber, for pencil eras- 
ing; No. 827, gray rubber, for erasing ink and 
typewriting. Brush Whisk style for typists: No. 
8250 (red) and No. 8270 (gray). 


Correct Mistakes in Any Language 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World’s Foremost Eraser Specialists 
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Ten-second efficiency test 
for office managers 


Got a pencil handy? Take a quick look around 
the office and fill out this simple check list. 


Does your office have: 


® pock-marked floors? 

® scuff-tracks near desks? 

® banged-up furniture legs? 
® worn-out rugs? 

® screeching furniture? 

© inoperative casters? 


Even one “yes” answer is worth doing something 
about. Something like letting quiet-rolling, easy- 
swivelling Bassick “Diamond-Arrow” casters lay 
the ground-work for increased office efficiency. 
Their soft-rubber or hard-phenolic plastic treads 
provide safe, sure floor protection. 

Ask for Bassicks at your office supply store. Or 
write to The Bassick Company, Bridgeport 2, Conn. 
In Canada: Belleville, Ont. 


Bassick 
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START ia 
FURNITURE | 

BY 

STANDARD 


x 
. bX ae TS te 
{ READY FOR THE MAN IN THE HATHAWAY SHIRT 
DECORATE YOUR OFFICE FOR LIVING... 
your authorized Stondard Furniture si “ . 
Dealer is ready to show you this and . . « teady for any man of good taste, for this is Continental Executive Furniture by 
peas, atl pr cele Standard. Like the look and feel of a well-cut shirt or suit, Continental has o way of putting 


saving combinations of moduler Con- 
Hoentel units con be tailored to your 


office ond needs. Look him up in the ood feeling of knowing a thing is right. Intuitively, you know that Continental's ageless, 
mtr! any Pages 9 ng ng ng gh ny ag 


a man ot ease . . . gives him satisfaction, pride—whatever it is that defines the rare 


airy, design will look new and be new for years ahead, regardless of fickle, fleeting 
style changes. It's modern, without being garish . . . roomy, without being bulky . . . 
functional, without being cold. In short, it is everything an executive of good taste 


looks for in office furniture. The Standard Furniture Company, Herkimer, New York. 
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Kleen-type is easy to use! Apply a Kleen-type strip on 
the platen, strip off protective paper and type a few 
lines. That’s it! No ink-stained fingers or harsh 
liquids to bother with! 


SS 


Underwood's new Kleen-type 
actually cleans as you type! 


Now! Put an end to the mess and bother of cleaning type 
the time-consuming old-fashioned way. Your Underwood 
man will show you how to get cleaner, better looking letters 
with new Kleen-type. 


This new type cleaner is truly revolutionary. You simply 
apply a Kleen-type strip to the platen of the typewriter, 
set the ribbon at stencil position, and type a few lines. 
That’s all there is to it. Kleen-type cleans as you type! The 
special chemical coating picks up ink, dirt and lint from the 
keys. Best of all, Kleen-type can be used over and over again! 


Write on your business letterhead and we will be 
glad to send you a free sample! 


SUPPLY DIVISION 


UNDERWooD = (atoms) 


— 


CORPORATION 


One Park Avenue, New York 16, N.Y, 


Your Underweed man 
will show you hen te 
end dirty, blurred, 
hard te read type 
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. * After Using Kleen-tyne, . 
™ *s typing has a Clean-oyt - 
Maal quality look, Economica} Ny: 
= ee to use, Kleen-type Saves - 
: 2 Pe time and typists' tempers! 
| Write for 5 free sample! 7 
a a 

ee 


